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ABSTRACT 



This SPEC Kit and Flyer focus on how libraries gather 
affirmative action statistics, what types of recruitment practices are used, 
especially those for protected classes, and what methods are used to retain 
minority librarians. Of 120 Association of Research Libraries (ARL) 
libraries polled in 1997, 43 responded to the survey. Survey results are 
discussed in the SPEC Flyer in terms of statistics, recruitment, and 
compliance. Retention strategies are also outlined and trends and emerging 
patterns are discussed. In addition to the representative documents, the 
survey form, a list of responding institutions and selected readings are 
included. (AEF) 
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Introduction 

Recent court rulings such as Hopwood v. University of 
Texas (1996) and California's voter-mandated Proposition 
209 (1997) have thrust affirmative action and — more 
recently — diversity into the national spotlight and are 
causing institutions of higher education, including 
research libraries, to rethink the value of diversity 
initiatives. The question of what libraries should do in the 
face of attacks on affirmative action is important to 
administrators and information professionals at all levels. 
Making informed decisions about the use of affirmative 
action and a library's commitment to diversity requires 
data about current practices and trends over time. In June 
1997, a survey of the 120 ARL libraries examined the extent 
to which ARL libraries have affirmative action policies, 
guidelines for data gathering and reporting, documented 
recruitment processes, and retention strategies. This 
survey supplements SPEC Kit #163, Affirmative Action 
Policies and Practices in ARL Libraries , compiled in 1990. 

Analysis of the 1997 survey results reveals that in many 
instances libraries do not nominally distinguish between a 
diversity program and affirmative action policy. To clarify: 
a diversity program is a set of initiatives designed to 
enhance recruitment efforts, increase retention numbers, 
and create and sustain a culturally-sensitive workplace 
environment. Affirmative action policy seeks to exploit as 
many markets as possible in order to attain equitable 
representation of individuals belonging to protected 
groups in the workplace, * and it is most directly related to 
meeting statistically-based organizational goals. These 
goals are numbers derived from an institutional formula 
that considers the availability of individuals prepared to 
contribute in a particular capacity. Legal parameters for 
affirmative action goals are not required by law, but can be 
court-imposed, mandated by executive order, or complied 
with voluntarily by the institution. Most institutions 
voluntarily commit to an affirmative action policy and 
develop comprehensive programs for recruitment and 
retention. 

Often noted as a shortcoming of affirmative action 
policies in the workplace, however, is the fact that actions 







beyond the hiring stage are not prescribed, despite 
multiple court decisions and pieces of state and federal 
legislation. Many proponents of affirmative action 
underscore the idea that it is designed as only one of 
many tools for enhancing diverse workplace 
representation. 

A tool that moves beyond the purview of federal 
compliance is a diversity program that incorporates 
affirmative action policy. These diversity programs 
encompass federal and state policy requirements outlined 
in affirmative action legislation and include appropriate 
organizational distribution, internal training, and 
retention strategies. 

Survey Results 

Questions in the survey asked how libraries gather 
affirmative action statistics, what types of recruitment 
practices were used, especially those for protected classes, 
and what methods were used to retain minority librarians. 
Of 120 ARL libraries polled in 1997, 43 responded to the 
survey. Initial comparisons with the 1990 survey indicate 
a leveling off in new and ongoing activity since the 1990 
survey. 

Statistics. Twenty-eight libraries reported that they 
regularly collect affirmative action statistics, while five of 
the responding institution do not collect statistics. Most 
institutions (25) collect data on an annual basis. For the 
majority of libraries (63 %), these statistics are gathered by 
the parent institution; for seven libraries, by the 
university Equal Employment Opportunity Office. In 
cases where data gathering is conducted in the library, 
more often than not the task falls to the human resources 
or personnel administrator. 

Recruitment. A range of devices is used to ensure that 
protected classes are included in candidate pools. One of 
the most often used methods is to supply those involved 
in the hiring process with the candidates' race /ethnic 
identification through the campus Equal Employment 
Opportunity Office. However, 12 institutions indicate that 
they do nothing to determine that protected classes are 
included in candidate pools. Twenty-eight institutions 



3 




report that they target candidates from protected classes 
through the use of targeted mailings and invitation letters 
when positions are announced. Other approaches 
regularly used include maintaining a database of potential 
candidates, posting announcements on electronic lists with 
large minority participation, placing ads in publications 
with diverse audiences, using directories of professionals 
from protected classes, and making contacts at 
conferences. Out of 42 institutions responding to a 
question about the number of opportunity-program hires 
in the past five years, 27 indicated that they had none, 
while one institution indicated 13 hires. 

Compliance. For the majority of respondents, 
compliance with affirmative action policies is the 
responsibility of the campus affirmative action officer. Out 
of the 41 libraries with a campus affirmative action officer, 
36 receive regular support and training. Methods 
employed to train selection committees in affirmative 
action issues include manuals, the creation of library 
diversity committees, and workshops. 

Retention. The following strategies are employed by 
the responding libraries to ensure that minority librarians 
are retained: 

° mentoring programs 
° salary adjustments 
° counter offers 

° sensitivity training 
° diversity awareness programs 

° new staff orientation 

In determining whether the library is successful in 
recruiting and retaining minorities, the following 
strategies are in place: 

° comparisons with ARL statistics 

° comparisons with census data 

° comparisons with campus data 

° graduation rates 
° setting and meeting goals 

Trends and Emerging Patterns 

Overall the findings are noteworthy because the 1990 
survey indicated an increase in awareness of the need for 
and commitment to future development of affirmative 
action policies and programs. The possible plateau in 



activity, indicated in this survey from 1997, may point to 
the current uncertain political and social climate in the 
nation where the legality of affirmative action practices 
has been and continues to be tested. The various 
institutions of higher education are affected by this 
climate. While the larger society debates whether or not 
affirmative action is an appropriate mechanism for 
creating equitable markets, in libraries the pendulum may 
now swing from affirmative action, which targets selected 
groups that have been legally excluded from social, 
educational, and professional opportunities, towards 
diversity, which celebrates the unique and valuable 
contributions of every member of society. 

This Flyer and Kit were compiled by Jennalyn Tellman and 
Joseph Diaz, University of Arizona Library, in 
collaboration with DeEtta Jones, ARL Program Officer for 
Diversity, as part of the OLMS Collaborative Research! 
Writing Program. 



Groups protected by affirmative action legislation today 
include Asian/ Pacific Islander, Black, Hispanic, American 
Indian/Native Alaskan, women from all ethnic backgrounds, 
and people with disabilities. Ethnic and racial groups are 
specifically addressed in terms of nondiscrimination in Executive 
Order No. 10,925, issued by President Kennedy in 1961. Sex, 
specifically referring to women, was a concept then incorporated 
into affirmative action practices by the Civil Rights Act of 1964. 
People with disabilities as a group were more fully recognized as 
being protected by the Americans with Disabilities Act of 1992. 
Other groups have, at particular points in time, been targeted for 
affirmative action programs. The G.I. Bill of 1941 is one example 
of affirmative measures being taken to incorporate a 
disenfranchised group into the mainstream of U.S. culture. 
Affirmative action has a history of fluid interpretation and 
development according to the societal needs of the time. 
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Systems and Procedures Exchange Center: 

Supporting Effective library Management For 
Over Twenty Years 

Committed to assisting research and academic libraries in the continuous 
improvement of management systems, OLMS has worked with its constituents since 
1970 to seek the best practices for meeting the needs of users. The OLMS Information 
Services Program maintains an active publications program best known for its Systems 
and Procedures Exchange Center (SPEC) Kits. Through the OLMS Collaborative 
Research/ Writing Program, librarians work with OLMS staff in joint research and 
writing projects. Participants and staff work together in survey design, writing, and 
editing publications that provide valuable insights and management perspectives on 
emerging trends, issues, and concerns of the academic and research library community. 
Originally established as an information source for ARL member libraries, the SPEC 
program has grown to serve the needs of the library community worldwide. 

What Are SPEC Kits and Flyers? 

Published ten times per year, SPEC Kits and Flyers contain the most valuable, 
up-to-date information on the latest issues of concern to libraries and librarians today. 
SPEC Kits and Flyers are the result of a program of surveys on a variety of topics related 
to current practice and management of library programs in the ARL membership. The 
SPEC Flyer is a summary of the status of a current area of interest. It comments on the 
present situation, reports on the results of an ARL membership survey, and forecasts 
future trends. The SPEC Kit contains the SPEC Flyer and the best representative 
supporting documentation from the survey in the form of policy statements, handbooks, 
manuals, cost studies, user studies, procedure statements, planning materials, and issue 
summaries. A valuable feature of each SPEC Kit is its selected reading list containing the 
most current literature available on the topic for further study. 

Subscribe to SPEC Kits 

Subscribers tell us that the information contained in SPEC Kits and Flyers is 
valuable to a variety of users, both inside and outside the library. The documentation 
found in SPEC Kits is a good point of departure for research and problem solving. SPEC 
Kits and Flyers lend immediate authority to proposals and aid in setting standards for 
designing programs or writing procedure statements. SPEC Kits function as an 
important reference tool for library administrators, staff, students, and professionals in 
allied disciplines who many not have access to this kind of information. 

SPEC Kits and Flyers can be ordered directly from the ARL Office of Leadership 
and Management Services or through your library vendor or subscription agent. For 
more information, contact the ARL Publications Department at (202) 296-2296, fax (202) 
872-0884, or <pubs@arl.org>. Information on this and other OLMS products and 
services can be found on the ARL Web site <http://www.arl.org/>. The Web site for 
SPEC Kits and Flyers is <http:/ /www.arl.org/spec/specdesc.html>. 
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Association of Research Libraries 



May 5, 1997 



TO: SPEC Liaisons 

FROM: Jennalyn Tellman, University of Arizona 

Barbara Allen, University of Arizona 
Bob Diaz, University of Arizona 
DeEtta Jones, ARL Program Officer for Diversity 
Laura Rounds, OLMS Program Officer for Information Services 

RE: SPEC Survey and Call for Documentation on Library and Institutional Affirmative 

Action Plans 

Affirmative hiring practices, understood by many as preferential treatment based on protected class 
status, is one of the most hotly debated issues in higher education. The existence of Affirmative Action 
programs implies that institutionalized racism and sexism continue to be barriers in hiring and higher 
education admissions, an unfounded premise according to many opponents. 

Recent court cases, such as Hopwood v. State of Texas (1966), have added yet another layer of 
ambiguity to Affirmative Action programs in higher education institutions currently employing 
standards set by the Regents of University of California v. Bakke (1978) decision. In Bakke, the 
Supreme Court issued its first major decision on Affirmative Action and established a precedent for 
using race as one of many factors in college and university admissions and hiring programs. These 
programs are now being called into question in light of the Hopwood v. State of Texas case and 
subsequent cases that challenge the use of race even as a "plus" in admissions programs. 

The ARL Board and member institutions have requested an investigation and summary of current 
Affirmative Action programs, noting widespread feeling of vulnerability in implementing such 
programs in the midst of heated legal challenges. Collection and comparison of effective programs 
will: 1) provide models for libraries in the early stages of creating such programs; 2) offer wide 
distribution, highlighting ARL institutions 1 commitment to and leadership in the effort to abolish 
barriers to careers and study in library and information sciences; and 3) offer prudent language and 
strategies used to recruit a racially and ethnically diverse work force. 

All supporting documentation is subject to inclusion in the resulting SPEC kit; please provide the best 
possible copy. 



21 Dupont Circle 
Washington, DC 20036 
202 296 2296 telephone 
202 872 0884 fax 
http: / / www.arl.org/ 
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SPEC Survey: Affirmative Action in ARL Libraries 



The survey was sent to 120 ARL member libraries of which 108 are academic libraries. There were 
complete responses. Please note: not every institution responded to each question. 



Statistics 



1 . How often are Affirmative Action statistics compiled in your library? 



Quarterly 3 

Annually 25 

Less frequently than once a year; specify how often: 

Every two years 1 

Semi-annually 2 

Periodically, as needed 6 

Not gathered 5 

Every five years 1 



2. Who compiles the Affirmative Action statistics for your library? 

The library 18 

Another unit on your campus (skip to question 4) 27 



07% 

58% 

02 % 

05% 

14% 

12 % 

02 % 



42% 

63% 



(Two reporting libraries compile statistics in the library and also have them compiled by 
another unit on campus.) 



3. If the statistics are compiled in your library, who in the library is responsible? 



1 02 % 

14 33% 

3 07% 



An Affirmative Action committee 
A human resources or personnel officer 
Some other administrative officer 



Recruitment 



How do you ensure that protected classes are in a candidate pool at the time of hiring? 


The hiring person(s) have access to candidates' race/ethnic 






identification 


12 


28% 


The campus Affirmative Action committee or EEO office informs 
the person(s)of candidates' race /ethnic identification 
Nothing is done to confirm that protected classes are in a candidate 


12 


28% 


pool at the time of hiring 


12 


28% 


Best guess 


5 


12% 


Advertise widely 


2 


05% 



5. Do you recruit at the time of the position announcement by target mailings with letters of 
invitation to apply? 

Yes (e.g., ads placed in ethnic publications or 

mailings to target institutions) 28 65% 

No 16 37% 



6. Check all that apply. Which protected classes do you target? 



Asian- American 


30 


70% 


Pacific Islander 


22 


51% 


Hispanics 


32 


74% 


Native Americans 


25 


58% 


African-Americans 


36 


84% 


All but Native Americans 


2 


05% 



Do you maintain a database of potential candidates 


in protected classes? 




• 

Yes 


6 


14% 


No (skip to question 9) 


40 


93% 



(One library which answered yes for question 7 did not respond to question 8) 



8. Check all that apply. Which protected classes do you have in your database? 



Asian- American 
Pacific Islander 
Hispanics 
Native Americans 
African-Americans 



5 12% 

5 12% 

5 12% 

5 12% 

5 12% 



9. 



Do you post position announcements on listservs with large numbers of minority participants? 



Yes 


23 


53% 


No 


18 


42% 


Posted on listservs appropriate to the position 


4 


09% 



Check all that apply. 


For which protected classes do you have or use listservs? 


Asian- American 


10 


23% 


Pacific Islander 


7 


16% 


Hispanics 


18 


42% 


Native Americans 


10 


23% 


African-Americans 


21 


49% 



Do you use other methods? 


Yes; please specify. 


26 


60% 


No 


9 


21% 


Other methods: 


Targeted mailings 


4 


09% 


Use directories of ethnic professionals 


1 


02% 


Phone calls 


2 


05% 


Contacts at conferences 


5 


12% 


National publications 


2 


05% 


Deans of library schools 


2 


05% 


Specific minority organizations, institutions, or publications 


16 


37% 


Listservs 


3 


07% 


Major newspapers 


1 


02% 


Ads sent to all ALA member institutions 


1 


02% 



How often has your library had 
years? 


a target of opportunity program hire within 


the last 


Zero times 


27 


63% 


One time 


4 


09% 


Two times 


4 


09% 


Three times 


1 


02% 


Four times 


4 


09% 


Nine times 


1 


02% 


Thirteen times 


1 


02% 


Don't understand question 


2 


05% 



0 
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13. 



Do you assist with job placement for spouses/domestic partners? 



Yes 

No 



22 51% 

21 49% 



Compliance 

14. How are selection committees trained in Affirmative Action issues? 



By a library committee 4 

By a campus Affirmative Action officer 8 

By another unit on campus 4 

By being given a manual to read 10 

By other methods? Please describe. 20 

(Some libraries reported such other methods as workshops or 
instruction by HR or other library personnel) 

Not trained 5 



15. Is there a campus Affirmative Action officer? 

Yes 41 

No (skip to question 19) 



09% 

17% 

09% 

23% 

47% 



12 % 



95% 



16. How often does the campus Affirmative Action officer meet with the library? 

As needed 11 26% 

1-5 times a year 10 23% 

Less often than once a year 9 21% 

Campus Affirmative Action officer does not meet with the library 12 28% 



17. Does the officer give support and training to the library? 

Yes 36 84% 

No 5 12% 



18. Does the campus officer enforce compliance? 

Yes 36 84% 

No 5 12% 
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19. 



Does the library report Affirmative Action data to a campus officer? 



Yes 

No 



40 93% 

3 07% 



Retention 

20. Check all that apply. How do you ensure that minority librarians are retained? 



By a mentoring program 


17 


40% 


By salary adjustments 


12 


28% 


By counter offers 


9 


21% 


By sensitivity training for other library staff 


11 


26% 


By a diversity program 

By connecting new hires with other groups on campus or in the 


17 


40% 


community? 


21 


49% 


By other methods; please specify. 


2 


05% 


No program at all 


1 


02% 


New staff orientation 


1 


02% 


Monitoring departures 


1 


02% 


How do you determine if your library is successful in affirmative action recruitment and 
retention? Check all that apply. 


By comparing with ARL statistics 


22 


51% 


By comparing with census data 


12 


28% 


By other methods; please specify. 


11 


26% 


No program 


4 


09% 


Setting goals and meeting them 


3 


07% 


University data comparison 


6 


14% 


Graduation rates 


1 


02% 


Local data comparison 


1 


02% 



Responding Institutions 



University of Alabama 

University of Arizona 

Arizona State University 

University of British Columbia 

Brown University 

University of Califomia-Irvine 

University of Califomia-Riverside 

University of Califomia-Santa Barbara 

University of Colorado 

Colorado State University 

Columbia University 

Georgetown University 

Georgia Institute of Technology 

University of Hawaii 

University of Illinois at Chicago 

University of Illinois at Urbana 

Indiana University 

Iowa State University 

Johns Hopkins University 

University of Kentucky 

University of Maryland 

University of Michigan 

Michigan State University 

National Library of Canada 

National Library of Medicine 



University of Nebraska-Lincoln 

University of New Mexico 

North Carolina State University 

Northwestern University 

Ohio State University 

Oklahoma State University 

University of Oregon 

University of Pittsburgh 

Purdue University 

Rice University 

Rutgers University 

Smithsonian Institution 

University of Southern California 

State University of New York at Albany 

University of Tennessee 

University of Texas 

Tulane University 

Virginia Polytechnic Institute and State University 
Washington University 
Wayne State University 
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University of Arizona 



AFFIRMATIVE ACTION PLAN 
UNIVERSITY UBRARY 
UNIVERSITY OF ARIZONA 
1995-96 



University Ubrary Affirmative Action Committee 
Members: Barbara Allen, Bob Diaz, Gene Hsiao, 
Martina Johansen, Cheryl Neal, Jen Tellman, 



For additional information on Affirmative Action at the University of Arizona or in the 
University Ubrary, contact the Assistant Vice President for Affirmative Action, Affirmative 
Action Office, University Services Building, 21 9, 888 N. Euclid, Tucson, AZ 85721 -01 58, 
(520) 621-3081 or the Dean of Ubraries, University Ubrary, University of Arizona, 1510 
E University, Tucson, AZ 857200055 
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University of Arizona 





I. Reaffirmation of Affirmative Action Policy 

A Reaffirmation of Equal Opportunity and Affirmative Action from the 
Arizona Board of Regents 

B. Reaffirmation of Policy from the Office of the President 

C. Reaffirmation of Policy from the Dean of Libraries 

II. Charge of the University Library Affirmative Action Committee 

III. Annual Report of the University Library Affirmative Action Committee 

IV. Dissemination of Affirmative Action Policy 

V. Responsibility for Implementation of Affirmative Action Policy 

A Authority 

B. Responsibilities of the Dean of Libraries 

C. Responsibilities of all Employees 

VI. Workforce Utilization Analyses for Staff in the University Library 

VII. Progress Toward a Diverse Warkforce 

VIII. University Library Affirmative Action Statistics 

A Affirmative Action Availability and Comparative Statistics for 

Librarians 

B. Affirmative Action Availability Statistics by Library Rank 

C. Affirmative Action Availability Statistics by Job Group 

D. Affirmative Action Availability Statistics by Library Position 

IX. Goals and Strategies for the Future 

X. Supportive Programs as Dements of the University Library Affirmative Action 

Ban. 

XI. Appendix 

A Glossary 
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University of Arizona 



B. Equal Opportunity Laws and Regulations 

C. Additional Affirmative Action Policies 

D. Affirmative Action Guidelines for Selection/Selection 
Advisory Comma ttees 

E. Memorandum from Dean Stoffle of Jan. 6, 1994 re: 
Recruitment Process for Riling Vacant Librarian Positions 

F. Guidelines for Selection Advisory COmmttees (PPM 2-88, rev. 
5/15/94) 

G. Memorandum of September 6, 1993 re: Hiring of 
Oassified Staff. 

H. Guidelines for Supervisors in Achieving Affirmative Action Goals 
in the Library Oassified Staff V\for k Force (PPM 1-90) 
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University of Arizona 



I. REAFFIRMATION OF AFFIRMATIVE ACTION POLICY: 

A Reaffirmation of Equal Opportunity and Affirmative Action from the Arizona 
Board of Regents 

B. Reaffirmation of Policy from the Office of the President. 

C. Reaffirmation of Policy from the Dean of Libraries. 



University of Arizona 




ARIZONA BOARD OF REGENTS 

2020 NORTH CENTRAL, SUITE 230 
PHOENIX, ARIZONA 85004-4593 
(602) 229-2500 



January 1, 1996 



reaffirmation of equal opportunity and affirmative action 

The mission of the Arizona Board of Regents is to develop and maintain an outstanding 
university system that meets the expanding and diverse teaching, research *td public service 
needs of the citizens of Arizona. To accomplish this mission, the Arizona Board of Regents 
and the three state universities under its governance, the University of Arizona, Arizona 
State University and Northern Arizona University, recognize that culturally diverse student 
bodies, faculties, administrators and staffs are a necessary condition for continued 

excellence. 



The Board is commited to provide a work and educational environment of excellence for 
all qualified persons. We guarantee equal opportunity in all personnel, student and 
sponsored programs and activities regardless of race, color, religion, sex, age, national 
origin, disability, special disabled veteran or Vietnam Era Veteran status. 

The Board reaffirms its commitment to addressing cultural diversity within the student 
bodies and workforce in the Arizona University System. The board engages in affirmative 
action in order to attract and retain women and ethnic minorities who have been 
underrepresented in our student bodies and workforce. Continuing affirmative efforts in 
such activities as recruitment, selection, training, promotion, compensation benefits 
admissions, advising, housing, and student financial assistance are necessary to achieve and 
reflect the cultural diversity of the public community we serve. 



The Board and the three state universities have undertaken major initiatives to address 
cultural diversity Recommendations from the Task Force on Excellence, Efficiency and 
Competitiveness, the Ad Hoc Committee on University Access and Retention, and the 
Commission on the Status of Women are regularly monitored for continuing effectiveness. 



Each of us, in the Arizona University System has an important role in contributing toward 
building an educational and work environment that fosters and values cultural diversity y 
reaffirming our commitment to practice equal opportunity and affirmative action in all our 
educational and work activities we will collectively create a model public university system 
that is accessible to everyone, invites everyone to tfariicipatp jtnd reflects the multicultural 
richness of the communities it serves. 




Eddie Basha, President 
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The University of 

Arizona 

Tucson Arizona 



February 7, 19% 

KJEAF1FTOMATION OF FOOCY 



The University of Arizona is determined to maintain itself as an institution of academic 
excellence and high quality. Implicit in fiat objective is a commitment, to maintaining an 
environment ftee from illegal discrimination, sexual harassmsat and rofelia&on. The University of 
Arizona is committed to both Equal Opportunity and Affirmative Action and is determined to 
maintain those principles for all students and for all employees and other individuals participating 
in University-affiliated activities. The University is committed to meeting the provisions of federal 
and state laws and University policies which apply to employment and admission to any University 
program. The University prohibits discrimination on the basis of age, color, disability, ethnicity , 
gender, national origin, religion, sexual orientation or veteran’s status. 

Equal opportunity refers to the right of individuals to be judged on the basis of relevant 
training, skills, experience, and performance, and not on criteria irrelevant to their ability to meet 
performance standards. Affirmative action involves a special effort to search for qualified women 
and minority candidates. Affirmative action ensures that qualified candidates .from previously 
excluded groups are given equal opportunity for consideration for available positions. . University 
policy prohibits hiring unqualified individuals. When a women or minority, candidate is as 
substantially equally qualified as other candidates and when there is underutilization of persons in 
that category in the employment unit, then University policy favors selecting the member of the 
underrepresented group. 

I have delegated the responsibility for helping to assure nondiscriminatory practices, for 
eliminating and preventing sexual harassment and retaliation, and for fostering affirmative action to 
the Vice Presidents, the Associate Vice President for Affirmative Action, Deans, Directors, 
Department Meads , and every person with supervisory responsibility throughout the University. 
These administrators are responsible for implementing our Affirmative Action Plan and for ensuring 
that equal opportunity and affirmative action are practiced in all personnel, student, and other 
activities throughout their areas of responsibility. Annual evaluations of Vice Presidents, Deans, 
Directors, and Department Heads are to include measurement of progress in meeting equal 
opportunity and affirmative goals. 




Manuel T. Pacheco 
President 
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University Library 
Office of the Dean 



The University of 




Tucson Arizona 



A349 Main Library 
1510 East University 
Tucson, Arizona 85720-0055 
(520) 621-2101 
FAX (520) 621-9733 



23 September 1996 



MEMORANDUM 



TO: 


All Library Employees 


FROM: 


Carla J. Stoffl^Dean of Libraries 


RE: 


Affirmative Action 



All Library employees should be aware that the University of Arizona Library and all of its 
constituent parts are committed to a comprehensive plan of affirmative action for the hiring and 
retention of all library employees. This commitment involves each of us. It extends to every 
new hire and to all employee programs as well as to the creation of an environment that is 
hospitable and supportive of all categories of employees identified as underrepresented or 
protected by the Affirmative Action Office and the campus Affirmative Action Plan. 

The Library’s Affirmative Action Plan, of which this memorandum is a part, will be the basic 
document upon which the Library’s efforts rest. All employees, especially all supervisors, should 
read it carefhlly and consider it thoughtfully. The Affirmative Action Plan should be fully 
integrated into the everyday operations to the Library system. The goals identified by this plan 
are minimums, not maximums, and every search team will be expected to follow the University 
guidelines and act affirmatively in each and every hire. 

If there are any questions or special concerns about any aspect of the plan or its implementation, 
please contact Assistant to the Dean for Diversity Bob Diaz, the Affirmative Action Committee, 
and or myself. 



CJS/kg 
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IB. CHAR GE OF H-E UNIVERSITY LIBRARY AFFIRMATIVE ACTION 
COfVIVITTEE (revised 10/94) 

The University Ubrary Affirmative Action Committee will be responsible for assisting 
the U of A Affirmative Action Officer, the Dean of Ubraries, Selection and Selection 
Advisory Committees, and others involved in the hiring process to fulfill Affirmative 
Action goals and in the recruitment, retention, and promotion of library staff. 

To fulfill these goals, the Affirmative Action Cormittee will seek: 

1 . To inform all library staff about equal opportunity and affirmative 
action guidelines in relation to affirmative action policies and 
procedures; 

2. To serve as a liaison with the University Human Resources 
Department, the University Affirmative Action Office and the 
Ubrary' s Assistant Dean for Finance and Human Resources; 

3. To compile facts and statistical data about library staff 
recruitment, employment, retention, and promotion in relation to 
affirmative action goals; 

4. Recognizing that the Affirmative Action Committee is not a body 
to handle grievances, therefore, to refer employees to 
appropriate offices to seek information and policies on 
affirmative action at the University of Arizona. 

III. ANNUAL REPORT OF THE UNIVERSITY UBRARY AFFIRMATIVE 
ACTION (XHVMTTEE 

A Met with former members of the Ubrary Affirmative Action Committee to go 
over our charge and pass on information. (Most committee members were 
new.) 

B. Discussed with the Assistant to the Dean for Staff Development, Recruitment 

and Diversity (chairperson of committee) expectations for the committee and 
possible changes in reporting AA statistics and detail of statistics. Some of 
these changes included: 

* once per year AA statistical report 

* promotions (sep) 

* new Nres (sep) 

* rank / job family 

* total breakdown of minorities 

* Ubrary Administration 
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C. Committee members attended a training session with Helen Mautner of the 
University Affirmative Action office. In the session, she reviewed basic laws 
relating to Affirmative Action, reviewed Equal Opportunity vs. Affirmative 
Action, utilization, AA hiring, quotas vs. goals and discrimination vs. unfair 
practices. 

D. Had a teambuilding session for the team and came up with timeline for our 
work throughout the year. 

E. Met w'th the Assistant Dean for Finance and Human Resources to clarify why 
information submitted through voluntary affirmative action reply forms must 
remain confidential. This is to maintain confidentiality. 

F. Met w'th all Selection and Selection Advisory Committees to review 
guidelines. 

G. Compiled statistics for Ubrarians, Administrative Professionals and Qassified 
Staff in May. 



IV. DISSEM NATION OF AFFIRMATIVE ACTION POLICY: 

A The University of Arizona Ubrary disseminates Equal Employment 

Opportunity / Affirmative Action policy internally as follows: 

1 . Current editions of the University of Arizona Affirmative Action Han. 
the University of Arizona Guidelines for Recruitment and Hiring: 
Administrators. Faculty, and Professionals, and the University Ubrary 
Affirmative Action Ran are maintained on file in the Ubrary's Office of 
the Dean and the office of the Assistant Dean for Finance and Human 

Resources. 

2. The Dean of Ubraries and the Assistant Dean for Finance and Human 
Resources communicate and disseminate information related to the 
University's policy and procedures on Equal Employment Opportunity 
and Affirmative Action to all staff. 

3. University Ubrary Dean's Cabinet members communicate and 
disseminate policy on Equal Employment Opportunity and Affirmative 
Action to staff. All supervisory personnel are responsible for making 
members of their team aware of the University's policy and procedures 
on Equal Employment Opportunity and Affirmative Action. 

4. The University Ubrary Affirmative Action Committee promotes Equal 
Employment Opportunity and Affirmative Action. In particular, the 
Committee monitors relevant numbers and percentages in the 



o 
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correlation of the annual statistical report, advises Selection/Selection 
Advisory committees on current affirmative action policy and 
procedures, updates the Affirmative Action Ran, and performs other 
duties delegated by the Dean of Libraries. 

B. The University of Arizona Ubrary disseminates EEO/AA policy externally as 
follows: 

1 . Pbsition announcements and advertisements are distributed to other 
libraries, graduate library schools, appropriate professional publications 
and electronic listservs. In all announcements, advertisements, and 
other related materials, specific statements clarify the University 
Library's emphasis on the importance of a diverse workforce. 

2. The University Ubrary incorporates appropriate EEO/AA terminology in 
a variety of "external" documents, including contracts, leases, 
purchase order forms, and other business agreements to which the 
Ubrary is a party. 



A Authority: 

1. The President of the University of Arizona is responsible for the 
implementation of the University of Arizona's equal opportunity and 
affirmative action program. The President has delegated authority and 
responsibility for implementation of the plan to individuals throughout 
the University. 

2. Specific responsibility for developing, monitoring, and recommending 
improvements to the University of Arizona's equal opportunity and 
affirmative action programs has been delegated to the Associate Vice 
President for Affirmative Action, who reports to the President. For 
details, please refer to the University Affirmative Action Ran . 

3. It is the responsibility of the President, Senior Vice Presidents, Vice 
Presidents, and Vice Provosts to ensure that each Dean, Director, 
Department Head, Supervisor, Manager and Administrator implements 
the University Affirmative Action Ran . These administrators also have 
responsibility for ensuring that personnel actions are consistent with 
equal employment opportunity and affirmative action policy. For 
details, please refer to the University Affirmative Action Ran 

4. All management staff share the responsibility of implementing the 
program objective outlined in the University Affirmative Action Ran 
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Management, through orientation and discussion, advises subordinate 
managers and supervisors of their responsibilities to execute the equal 
employment opportunity and affirmative action policy on a day-to-day 
basis and include their responsibilities to prohibit and guard against 
retaliatory actions taken against employees who bring to the attention 
of managers in the chain of authority, issues and problems regarding 
equal employment and affirmative action. Explicit in management's 
responsibility is the understanding that their work performance is being 
evaluated through the annual performance evaluation process on t he 
basis of their equal opportunity and affirmative action efforts reflecting 
the University affirmative action goals. 

B. Responsibilities of the Dean of Ubraries: 

1 . The Dean of Ubraries is responsible for the implementation of equal 
employment opportunity and affirmative action policies and procedures 
and for progress toward the goals and objectives stated in the 
University Affirmative Action Ran and the Uni versity Ubrary Affirmative 
Action Ran. Responsibilities include, but are not limited to, the 
following activities: formulate and develop the Ubrary's Equal 
Employment Opportunity and Affirmative Action policy and programs; 
monitor the effective implementation of EEO/AA policy and programs 
in all teams of the Ubrary; assist the University in the identification of 
problem areas and recommend solutions to these problems; assist the 
University in the development and implementation of a personnel 
system to record and report all EEO/AA activity in the Ubrary; develop 
and execute an internal audit methodology to measure the 
effectiveness of the program goals and objectives; apply this 
methodology to indicate the need for remedial action or other 
appropriate action. 

2. In addition, the Dean of Ubraries serves as a liaison between the 
University Ubrary and the University Affirmative Action Office. 

3. In personnel and associated decisions, the Dean of Ubraries is guided 
by the University's principles and objectives in activities related to 
recruitment, determination of qualifications, advertising, interview 
practices, recommendations to hire, education and training, salary and 
other benefits, and promotion and tenure. Refer to the University 
Affirmative Action Ran for full explanations of these principles and 
objectives. 

C. Responsibilities of all Employees 

1 . Employees as well as managers have roles to play in the successful 
implementation of the Affirmative Action Ran . Employees are 
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encouraged to bring general or specific equal employment opportunity 
or affirmative action problems to the attention of their supervisors, 
management staff, or to the Affirmative Action Office. University 
policy prohibits harassment of or retaliation against employees for 
assisting management or other responsible officials in identifying equal 
employment opportunity or affirmative action issues/problems. 



VI. WORKFORCE UTIUZATION ANALYSES FOR STAFF IN THE 
UNIVERSITY tJBRARY: 

A A statistical snapshot is compiled annually by the Affirmative Action 
Committee. Numbers and percentages are calculated for different groups to 
measure relative progress toward particular goals. A copy of the current 
snapshot is included in Section VIII. 

1 . IVInority classified staff numbers and percentages for the University 
Ubrary are compared to availability statistics, the 1990 Census for 
Skills in the Local Area by job group as compiled by the University 
Affirmative Action Office. They are calculated for Native Americans, 
African Americans, Asian/Pacific Islanders and Hispanics. 

2. Professional staff are compared to availability statistics, number of 
M.L.S. degrees awarded and the 1 990 Census of Librarians, Archivists 
and Curators. Also included are comparative statistics, available from 
the American Library Association and Association of Research Libraries. 
Temporary librarians are not included in these calculations. 

B. For professional and classified positions, statistical data on race/ethnicity and 
sex are compiled by the Assistant Dean for Finance and Human Resources. 
These data are maintained on file in the Central Business Operations Office. 

C. For professional positions, statistical data and other records compiled in the 
total selection process for positions filled are maintained on file in the Central 
Business Operations Office. Other relevant information compiled and 
maintained include: position announcements, position descriptions, position 
advertisements, applicant vitae, and other materials relatedtothe employment 
of professional personnel. 

D. At the University level, all employees fall into specific EEO-6 job categories. 
Statistical data are compiled and compared for these categories. Professional 
staff are included in Job Group 320, or Librarians, Archivists, and Curators. 
This job group includes positions such as librarian, curator, and archivist. 
These positions require a graduate degree in library science or other 
appropriate degree. Qassified staff are included under the "paraprofessional 
and technical" job groups. For additional information, refer to the University 
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Affirmative Action Plan. 

VII. PROGRESS TOWARD A DIVERSE WORKFORCE 

A The University Library strives to attain a diverse warkforce that reflects the 
populations of prospective employees. Classified staff are recruited from the 
local market (Pima County) and need to reflect local availability data. 
Currently classified staff are compared to availability statistics, 1 990 Census 
for Skills in the Local Area. Professional staff are recruited from the national 
market and need to reflect national availability data. Currently, professional 
staff are compared to availability statistics, number of M.L.S. degrees 
awarded and the 1990 Census for Librarians, Archivists, and Curators. In 
addition, professional staff are compared to representative data in national 
associations such as the Association of Research Libraries (ARL) and the 
American Library Association (ALA). 

B. If underutilization in specific groups or categories is evident, goals and 
timetables to rectify underutilization will be formulated by the Dean of 
Libraries. 

C. Classified Staff in the University Library: 

1. As of May 1996, there are 138 classified staff; 41 (or 29.7%) of 
these are members of minority groups. This year, in order to be 
consistent with University Affirmative Action statistics, individual job 
groups within the classified library staff were broken down separately 
and compared with data from the 1 990 Census ("Skills in local area"). 
In most job groups, the library exceeds by 5-35% in total minority 
percentages. The notable exceptions are in job groups: 

328 - Academic Program Coordinators (library has 3) 1 990 Census - 
1 5.4% minorities UA Library - 0%. 

432 - Records Processing Qerks (Library Assistant, Library Specialist 
- library has 85) 1 990 Census - 34.8% minorities UA Library - 25.5%. 

538 - Technicians (Support Systems Analyst, Photographer - library has 
6) 1990 Census - 20.9% minorities UA Library - 16.7%. 

The Library has 1 38 classified staff. The total percentage of minority 
staff has fallen (from 33% to 29.7%). Current numbers for specific 
categories are: African American =4; Asian American = 4; Hispanic 
= 27; Native American = 6. 

2. The University Library will continue to advertise open classified 
positions either internally (within the library system) and/or externally 
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(with the Human Resources Department). 

3. The University Ubrary Affirmative Action Committee will continue to 
monitor numbers and percentages of classified hires, with a focus on 
protected classes. 

D. Professional Staff in the University Ubrary 

1 . As of May 1 996, there are 60 professionals; 11 (or 1 8%) of these are 
minority professionals; and 41 (or 67.2%) are women professionals. 
The percentage of women professionals is just above the ARL 
percentage (or 64.6%). Since April 1 991 , while the number of female 
professionals has decreased from 52 to 41 , the percentage of female 
professionals in the Ubrary has risen from 63.4% in 1 991 to 68.3% in 
1995. (The decrease in the total number is due to two things: 
librarians on temporary appointment are no longer counted in the 
statistics, and there has ten a decrease in the number of available 
professional positions in the Ubrary overall). 

2. Efforts to recruit and retain additional minority professionals need to 
continue. While the University Ubrary has 18.3% professional 
minorities compared to the ARL average of 1 1 .3%, and the ALA 
average of 12.33% (1991), it lags behind when individual minority 
groups are taken into account. Specifically, the University Ubrary needs 
to recruit more African Americans and Native Americans into its 
professional ranks, since the Ubrary is underrepresented in these areas. 
Current members of minority professionals in the University Ubrary 
include: Native Americans =0; African Americans =2; Hispanics=5; 
and Asian Americans =4. 

3. As the percentage of women professionals is essentially equivalent to 
the percentages in other ARL libraries, this number needs to be 
maintained. 

4. The University Ubrary will continue to advertise open professional 
positions locally in newspapers and nationally in appropriate 
professional publications and listservs. 

5. The University Ubrary will continue to provide essential orientation for 
selection/selection advisory committees. 

6. The University Ubrary Affirmative Action Committee will continue to 
monitor numbers and percentages of professional hires, with a focus 
on protected classes. Additionally, retention and promotion of 
minorities and women will be monitored. 
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E. The "Affirmative Action Guidelines for Selection/Selection Advisory 
Comnrg'ttees", revised in 1994, will continue to be reviewed at the initial 
meeting of Selection/Selection Advisory Cormittees. (A copy is included in 
the Appendix.) 

F. Library Policy and Procedure Memorandum #2-88 "Guidelines for Selection 
Advisory Committees" (revised 5/1 5/91) and Dean Stoffle's memorandum of 
1/6/94 "Recruitment Process for Riling Vacant Librarian Positions" are in 
effect for the hiring of professional staff. (A copy is included in the 
Appendix.) 

G. Library Policy and Procedure Memorandum #1 -90 "Guidelines for Supervisors 
in Achieving Affirmative Action Goals in the Library Qassified Staff 
Workforce" and an additional memorandum of 9/3/93 "Hiring of Qassified 
Staff" are in effect for hiring of classified staff. (A copy is included in the 
Appendix.) 

H. The Assistant to the Dean for Staff Development, Recruitment and Diversity 
maintains a list of potential minority professional recruits. In addition, with 
the cooperation of the Graduate Library School (GLS), a list of minority 
students enrolled at the GLS has been compiled and will be updated regularly 
for the purposes of recruitment. 
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VIIL UISfl VERBS W UBRARY AmraVfATlVE ACTION STATISTICS 

A. Affirmative Action Availability and Corrparative Statistics for Librarians 

B. UA Library Academic Professionals Affirmative Action Statistics by Library 

Rank y y 

C. Classified Staff & Professional Non-Librarians Affirmative Action Availability 
Statistics by Job Group 

D. Classified Staff Affirmative Action Availability Statistics by Library Position 




28 



33 



University of Arizona 



IX GOALS AND STRATEGIES FOR THE FUTURE 

A Goals for the Affirmative Action Committee for 1 996-97. 

1 . Make presentation to an All-Staff meeting, reviewing the Affirmative 
Action snapshot compiled in December. 

2. Incorporate any comments or ideas the committee receives from staff 
on the snapshot (the comparative statistics used are new for both the 
classified and professional staff). 

3. Revise the 1995/96 Affirmative Action Ran . 

4. Finish compiling the Affirmative Action Committee Manual. 
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X, Stpportive Ptograra 
Action Plan : 




A University Ubrary Affirmative Action Committee: The Dean of Ubraries 
interacts with the University Ubrary Affirmative Action Committee. Members 
of the Affirrretive Action Committee are appointed by the Dean of Ubraries. 
Additionally, the nature and scope of the Affirmative Action Committee's 
responsibilities are defined by the Dean of Ubraries. The Affirmative Action 
Committee reviews and interprets policies and procedures related to Equal 
Employment Opportunity (EEO) and Affirmative Action (AA) and makes 
recommendations to the Dean of Ubraries. (Refer to the original charge of the 
Affirrretive Action Committee in Section II.) 

B. Q'versity Council: The Dean of Ubraries interacts with the Diversity Council. 
Members of the Diversity Council are appointed by the Dean of Ubraries. 
Additionally, the nature and scope of the Q'versity Council responsibilities are 
defined by the Dean of Ubraries. Initiatives to progress toward a diverse 
workplace are evaluated by the Q'versity Council. 
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Arizona State University 
Office of Equal Opportunity/Affirmative Action 

RECRUITMENT HANDBOOK 



INTRODUCTION 

It is the policy of Arizona State University to provide equal opportunity through affirmative action in employment 
and educational programs and activities. Discrimination is prohibited on the basis of race, color, religion, national 
origin, citizenship, sex, sexual orientation, age, disability, or special disabled/Vietnam era veteran status. Equal 
employment opportunity includes but is not limited to: recruitment, hiring, promotion, termination, compensation, 
benefits, transfers, university-sponsored training, education, tuition assistance, and social and recreational 
programs. 

ASU is committed to taking affirmative action in increasing opportunities at all levels of employment and to 
increasing participation in programs and activities by all faculty, staff and students. Affirmative action is directed 
toward minority persons, women, Vietnam era veterans and persons with disabilities. 

Affirmative action activities are those positive steps taken to ensure the provision of equal opportunities. Equal 
employment opportunity ensures that applicants for positions and employees are treated consistently with respect to 
policies and procedures. The factors cited above should not be considered in the employment process or in 
determining conditions of employment. It is, however, appropriate to take affirmative action by selecting the 
candidate from the under-represented category when candidates are substantially equally qualified for a position. 

The following pages provide guidelines to assist departments in taking affirmative action to provide equal 
employment opportunity. Additionally, the EO/AA Office monitors the recruitment process at three stages to help 
departments in their affirmative efforts. The monitoring process consists of the following: 

1 . Before advertisement - The EO/AA Office revie\vs the advertisement to ensure minimum qualifications 
are bona fide occupational qualifications under federal guidelines. The search process is reviewed to 
assure recruitment includes appropriate notification of vacancies to protected class members. The review 
is also to assure general compliance with university requirements for recruitment including the 
identification of the essential job functions. 

2. Before interviews - This review is to ensure consistent application of job related criteria and the 
advertised qualifications in selecting candidates for interview. The EO/AA office compares the 
information on the Hiring Process Report Approval to Interview (HPR-I) or Applicant List (AL) form to 
the applicant's resume and the job qualifications. For example, the absence of a "preferred" qualification 
can be the reason an applicant is not selected for interview as long as all applicants to be interviewed 
possess the "preferred" qualification; or, if a minimum qualification includes "experience" and two years 
of experience is insufficient for one applicant it must be insufficient for all applicants. 

3. Before offer of employment - The last review is to ensure the reasons interviewees are not selected for 
hire are job related. Decisions must be based on job related criteria rather than such subjective factors as 
appearance or personality. 

The EO/AA Office goal is to assist departments in their good faith efforts to hire well qualified individuals who are 
representative of the diverse labor supply. Providing reasons for decisions at the time the decisions are made 
during recruitment and having an EO/AA review is important in assuring equal employment opportunity through 
affirmative action. 
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AFFIRMATIVE STEPS IN RECRUITMENT 
A. Recruitment Guidelines 

The primary focus of recruitment is to employ persons with qualifications which enhance the University's 
commitment to academic excellence. Equally important is the University's commitment to taking affirmative 
action in providing equal employment opportunity, to employing a workforce which is representative of the 
available labor supply, and employing a workforce reflective of the diversity within the community. In order to 
assure a representative workforce, conscious and affirmative efforts must be made to recruit and employ members 
of the protected classes (i.e. minority persons, persons with disabilities, women, and special disabled/Vietnam era 
veterans). Additionally, the University does not discriminate in the recruitment and employment of persons based 
on the following factors: age, color, religion, national origin, citizenship, race, sex, sexual orientation, disability, 
or special disabled/Vietnam era veteran status. The key to providing equal employment opportunity is to be 
consistent in the treatment of applicants at each stage of the recruitment process. 

Affirmative action in providing equal employment opportunity must include, but is not limited to, the following 
activities: 



1 ) Analyze current workforce composition of department. 

Departments receive labor availability data in the fall of each year. After review, the data are 
used in determining hiring goals. In February, departments receive notification of their hiring goals for 
the calendar year. These information sources should be used to help in determining department personnel 
needs and requirements. 

2) Maintain an up-to-date recruitment resource list. 

The resource list must include, but is not limited to, colleges and universities, publications, 
professional organizations, agencies and individuals which aid the recruitment of members of the 
protected classes. Departments must advertise vacancies in ways which ensure contact with members of 
the protected classes. 



3) Be selective when notifying people and places about vacancies. 



There is no requirement to notify all institutions which offer a specified degree, nor must an ad 
be placed in every available journal. When being selective in recruitment, however, departments must be 
sure to include organizations, schools, publications, etc. which will assure notification of vacancies to 
members of the protected classes. 



4) Post notice of vacancies on department and/or college bulletin boards. 



5) Notify the following agencies of vacancies when recruitment is conducted locally or regionally: 



Campus women, minority, di: 
Phoenix OIC 

Center for New Directions 
Maricopa Skill Center 
Phoenix Indian Center 
Tempe Ctr. for Habilitation 



>, veteran offices/organizations 
Hispanic Women's Corp. 
Chicanos Por La Causa 
Veterans Medical Center 
Inter Tribal Council of A Z 



Phoenix Urban League 
A Z Foundation for the 
Handicapped 

Phoenix Job Corps Center 



The EO/AA Office maintains an up-to-date referral list of on- and off-campus referral resources. Copies 
are available upon request. 
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6) To minimize the potential for losing applicants (because they've taken jobs elsewhere), decisions 
on who to interview should be made as soon as possible after the application deadline. If delays in making 
this determination are unavoidable, keep ail applicants informed of the time frame for the selection 
process as encouragement for remaining in the applicant pool. 

7) Contact the Director, EO/AA for assistance in identifying schools, agencies, etc. which will aid 
recruitment of members of the protected classes. 

B. Announcement of Vacancies 



Announcements of vacancies should be written to provide potential applicants with as much information as 
possible about the essential functions of the position, the qualifications for the position and the application 
procedures for the position. 

Affirmative steps in developing announcements of vacancies must include, but are not limited to, the following: 

1) The Announcement of Vacancy (AV) for faculty/academic professional positions OR the Staff 
Requisition (SR) for administrative/classificd/service professional positions must be completed. The 
essential job functions must be listed on the form. The essential functions are those core or required duties 
of a position as opposed to marginal responsibilities of a position. The following factors should be used in 
determining essential functions: 

a. The reason the job exists is to perform that function. 

b. There are a limited number of employees available among whom the performance of that job 
function can be distributed. 

c. The function may be highly specialized so that the person is hired for his/her expertise or 
ability to perform the particular function. 

d. The employer's judgment as to which functions are essential. 

e. The amount of time spent on the job performing the specific function. 

f. The consequences of not requiring the incumbent to perform the function. 

g. The work experience of past incumbents in the job. 

h. The current work experience of incumbents in similar jobs. 

2) Advertisement copy must include but is not limited to: 

title of position 

status of position (for faculty positions, e.g., tenure-track) 
experience, education, skills, etc. required and/or desired 
application materials required 
name and address of contact person/department 

a statement indicating ASU is an equal opportunity/aftirmative action employer 

Advertisement copy MUST match the AV or SR on qualifications required/desired, application deadline, 
application materials required, and contact person/department. 

3) In determining qualifications for a position, departments should carefully analyze the essential 
functions of a position. After this determination, an assessment of the skills, experiences, education, etc. 
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needed to perform these functions should be made. Qualifications for a position must be only those which 
are necessaiy to adequately fulfill the responsibilities of a position. Once positions are advertised, 
departments are limited to evaluating applicants on the basis of the advertised qualifications. 
Qualifications for classified staff positions must contain the minimum qualifications in the Arizona 
Universities Classification/Compensation System job descriptions. Qualifications for 
administrative/service professional positions must contain the minimum qualifications approved in the 
ASU position classification system. 

4) It is best to be as explicit as possible when listing qualifications for positions. When a specific 
degree requirement is advertised, departments must hire someone who possesses the specific degree. For 
example, a person in ABD status would not be acceptable for a position requiring a PhD unless the 
department had assurance from the degree granting university that the degree would be completed 
by the time employment was to begin. In this case, hiring someone who docs not have the degree an 
hand when employment begins is in violation of the University's EO/AA policy. The EO/AA office 
requires written proof that an "expected" degree will be in hand by the time employment begins. 
When seeking experienced applicants for positions, departments must be specific about the length of the 
experience and the nature of the experience required or desired. For example, if teaching experience is 
required but a department will not accept graduate student teaching experience, the position description 
should indicate what type of teaching experience is required. In seeking administrative experience, a 
department should indicate what type of administrative experience is desired (i.e. fiscal management and 
planning, personnel management, program development and implementation, etc.). 

5) When stating qualifications, departments must indicate which qualifications are required and 
which are desired. Position descriptions must indicate the minimum required qualifications. It is 
unacceptable to state only "desired" qualifications because applicants are not adequately informed of what 
credentials a department will actually accept. 

6 ) It is essential every pos ition be advertised with an application deadline. Departments with a 
history of recruiting difficulties may advertise two deadlines to avoid the expense and time problems 
associated with reopening and readvertising a position. An example of an acceptable deadline statement 
would be. Application deadline is March 1; if position is not filled, applications will be accepted until 
May 1." A department may also advertise a "rolling" deadline such as "Application deadline is March 1 
or if position not filled, the first of each month thereafter until filled." As a general rule, the minimum 
time a position must be left open for recruitment is listed below. The periods listed are from the time an 
ad appears or a notice is received by a recruitment source until the application deadline. 

Faculty/ Academic Professional Administrative/Classified/Service Professional 

Local searches - 5 days Local searches - 5 days 

Regional searches - 5 days Regional searches - 5 days 

National searches - 30 days National searches - 30 days 

If departments require letters of reference as a part of the application material, more time than that 

mentioned above should be provided for applicants to respond to announcements. It is desirable under any 

circumstances to provide more than the minimum times mentioned for the recruitment period. 

7) The application materials required for a position must be stated in the Announcement of Vacancy 
and ad copy. For example, if a department wants a letter of application as well as a resume or vita, it 
should be stated. Departments must also be specific about the number of references sought as well as 
whether letters of reference or names and addresses of references are sought as part of the application 
process. Asking for letters of reference as part of the application process means the letters must be 
postmarked and/or received by the application deadline to be acceptable in determining whether the 
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application is complete. If the ASU application form is required, references need not be mentioned since 
they are requested on the application form. 

8) It is a federal, affirmative action regulation requirement that each vacancy notice and 
advertisement contain some statement indicating the University is an equal employment opportunity 
employer. Acceptable statements include: "Arizona State University is an equal opportunity/affirmative 
action employer", "ASU is an EO/AA employer", or "AA/EOE." Departments may wish to go beyond this 
statement to encourage diversity. An additional statement such as the following may be added: "ASU 
actively seeks diversity among applicants and promotes a diverse workforce." 

C. Search Committees 



Search committees are frequently used in the application evaluation process and in the interviewing process. There 
is no affirmative action requirement for using a search committee although University policy requires use of search 
committees in some cases (see ACD/ACDW 505-04 and SPP 201). The benefits of using a search committee, 
however, include: multiple evaluations of applicants which provide greater opportunity for overall consistency of 
interpretation of credentials; employee participation in the hiring process; and more thorough screening of 
applications. 

Affirmative steps for the hiring authority to take in the development and use of search committees must include, 
but are not limited to the following: 

1) Search committees should be composed of persons who are knowledgeable about the duties and 
responsibilities of the position being filled. Each search committee member should have a copy of the 
advertised job announcement. 

2) It is always desirable for search committees to include members of the protected classes. 
Administrative/service professional staff search committees must include women and minority persons per 
SPP 201. Faculty and academic professional search committees must include a trained faculty or 
academic professional (depending on the vacancy) affirmative action representative per ACD/ACDW 111 
and 505-04. 

3) Search committees should be limited to three to five persons. Larger search committees are too 
frequently unable to adequately respond to the need for timely reviews, maintaining confidentiality, and 
reaching consensus on the evaluation of applications. 

4) The initial meeting of the search committee should be used to develop appropriate procedures for 
the application review process and to assign responsibilities to each committee member (i.e. persons who 
will check references, persons who will correspond with applicants if additional information is needed, 
persons responsible for assuring compliance with affirmative action requirements, etc.). 

5) Search committees should develop application rating sheets, interview questions and procedures, 
interview rating sheets, etc. prior to reviewing applications. Search committees which plan tasks, 
procedures, etc. before reviewing applications will operate more efficiently and effectively and thus better 
assure equal treatment of all applicants. 

6) Reviews of applications and reference checking should be conducted as expeditiously as possible. 
Delays by search committees increase the possibility candidates will be unavailable to accept positions at 
Arizona State University. 

7) See "Guidelines on Employee Selection" for other issues search committees should be familiar 
with before beginning the search process. 
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D. Extcnding/Reoncning Searches 

When an applicant pool does not contain sufficiently qualified persons to fill a vacancy or when candidates decline 
oilers for interviews and/or positions, it may become necessary to extend or reopen a search. A deadline may be 
extended when the applicant pool is deemed inadequate and no one has been interviewed for the position. A 
position is reopened for a search when applicants have been interviewed but offers are declined or not made. 
While it is permissible to extend a search deadline and to reopen a position, this may not be done to avoid hiring 
members of the protected classes. Affirmative steps to reopen or. extend a search must include, but are not limited 
to, the following: 

1) Notify the Director, EO/AA of the intent to extend a search or reopen a position BEFORE 
contacting applicants or placing advertisements. 

2) When the only change to the original job announcement and search plan is the application 
deadline, a memo to the Director EO/AA is sufficient notification. A new Announcement of Vacancy or 
Staff Requisition and ad copy must be certified by the EO/AA Office when any other changes are 
involved. 

3) Application deadline requirements mentioned under Announcement of Vacancies (#6, page 4) 
must also be followed when positions are to be reopened or searches extended. 

4) Extended searches and reopened positions must be readvertised. (Positions advertised with a 
rolling deadline are not considered "extended searches.") The AV/SR and ad copy must also indicate 
whether the search is being extended or the position reopened for recruitment. 

5) When a department decides to extend a search or reopen a position, all applicants in the original 
pool must be notified if (a) the pre-interview review has not been conducted (i.e. the HPR-I or AL form 
has not been submitted to EO/AA), or (b) applicants have not been notified of their status in the search. 

GUIDELINES ON EMPLOYEE SELECTION 

A. Reviewing annlications/referencc checking 

Reviewing applications and checking references is a very serious and often time consuming task. Because 
decisions on who to interview are based on reviews of application material and references, it is imperative that 
evaluation procedures be consistent for each applicant and that all application material required be available and 
reviewed for each applicant 

Affirmative steps in reviewing applications and reference checking include, but are not limited to, the following: 
Reviewing Applications: 

1) Departments should require application materials which will best aid efforts to determine 
applicants' qualifications for a position. To be con sidered an applicant, a person must have submitted, by 
the application deadline, all materials required in the iob announcement 

2) Develop an application evaluation or rating form which lists the advertised, required/desired 
qualifications. Evaluators may then indicate whether the applicant possesses the credentials to qualify for 
further consideration for the position. It is also desirable to include on the rating sheet an evaluation of 
the credentials, as well as, whether the applicant merely possesses the required/desired q ualif ications 
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3) It is appropriate to contact an applicant for clarification of information on resumes, etc. It is not 
appropriate, however, to engage in lengthy discussions about the applicant's credentials prior to an 
interview or for the purpose of determining whether the candidate meets the required qualifications. 

4) Applicants must not be notified they are no longer under consideration until after the pre- 
interview (HPR-I/AL) review has been conducted/approved by the EO/AA Office. 

Reference Checking : 

1) It is illegal to ask questions of references which cannot legally be asked of applicants. 

2) When applicants are asked to provide letters of reference or names of references, other persons 
should not be contacted for a reference without the applicant's permission. It is nQt appropriate for ASU 
personnel to contact friends, acquaintances, or co-workers of the applicant for "unofficial” information 
about the applicant without the applicant's knowledge and permission. 

3) Departments must be consistent in the way references are checked. For example, when a 
department asks for names of references, the department may appropriately contact only the references of 
applicants who make the first cut However, it is imperative that the same number of references for each 
applicant be contacted. If a reference is not available, ask the applicant to provide the name of another 
reference. References may be checked by phone or by requesting a letter from the referee. It is not 
appropriate to request letters from some and check others by phone. When references are checked by 
phone, it is desirable to have more than one person listening and taking notes on the comments provided. 

4) It is a requirement that references for each applicant be asked the same basic set of questions, 
unless letters of reference are requested. When letters are requested after the application review, it is still 
desirable to ask referees to respond to specific questions in a letter of reference. 

5) When a person contacts a search committee member with unsolicited reference information, the 
search committee member should either a) neither share the information nor use it in evaluating the 
applicant, or b) share with the search committee and be sure the applicant’s permission is obtained so 
references not on the applicant’s reference list can be checked. Option b) should only be used to verify the 
accuracy of the information provided by the unsolicited reference. 

B. Selection Procedures 



Some court decisions indicate that regardless of the outcome of an employment decision, if discrimination occurred 
at any stage of the employment process, the employer may be found guilty of discrimination. Questions about any 
of the following information can only be asked when these factors are bona fide occupational qualifications 
(BFOQ). It is imperative, therefore, that persons interviewing applicants or asking questions in other interview 
settings be aware of and follow the guidelines on information which should NOT be sought from applicants. 

1. Pre-employment Inquiry Guidelines 

It is important to remember to ask only job-related questions. The following information provides 
guidance about impermissible questions. 

AGE and DATE OF BERTH - Federal law prohibits discrimination on the basis of age against 
individuals who are 40 years of age and older. Restriction of employment is permissible only where a 
bona fide occupational qualification (BFOQ) exists. Questions about age or date of birth may only be 
asked if given approval to do so by the EO/AA Office. 
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NAME and NATIONAL ORIGIN - No inquiry may be made about an applicant's maiden name, any 
previous name, a person’s lineage, ancestry, national origin, or descent. Names should be used to identify 
applicants but should not be used for any other purpose. (Example, don't ask someone "What kind of 
name is that?") 

ADDRESS - Specific inquiry into foreign addresses which would indicate ancestry or national origin is 

prohibited. It is permissible to ask for the current address of an applicant. 

BIRTHPLACE and CITIZENSHIP - It is inappropriate to ask the birthplace of an applicant. It is legal 
to ask an applicant whether she/he is a citizen of the United States or to ask about the visa status of a non- 
citizen for purposes of determining eligibility to work in the U.S. Employers may not ask applicants to 
provide the name of the country where citizenship is held. 



SOCIAL SECURITY NUMBER - Social security numbers may only be asked of applicants who are to 
be reimbursed for expenses incurred as a result of interviews or other activities related to their application 
for a position. Arizona requires the social security number of a person who is to receive a check from the 
state. Social security numbers may not be required of applicants for any other purpose. 

MARITAL STATUS/RELATIVES - The names of an applicant's relatives may not be asked since the 
information is not relevant to job requirements. Questions about child care arrangements and a person's 
marital status are also prohibited. Employment decisions are to be made without regard to whether 
relatives of the applicant work at ASU unless the employment would involve supervision of or being 
supervised by a close relative. Contact the Director, EO/AA, the Human Resources department or the 
Vice Provost for Academic Personnel for further clarification when this becomes an issue in employment 

PHOTOGRAPHS - Photographs may not be required or asked for prior to employment. 

HEIGHT and WEIGHT - Height and weight may not be requested from applicants nor should these 
factors be considerations for employment unless previously validated as BFOQs. 

EDUCATION - It is permissible to inquire about an applicant's academic, professional or vocational 
educational background when it is a job related requirement. Asking about the national, racial or religious 
affiliation of a school is prohibited. 

RELIGION/CREED - Inquiry into an applicant's religious denomination, affiliation, parish, pastor, or 
holidays observed is forbidden. 

ARREST/CONVICTION RECORD - It is inappropriate to ask about an applicant’s arrest record. If 
inquiry into the conviction record of an applicant implies an absolute bar to employment, it is unlawful for 
most positions. An employer probably has the right to exclude persons convicted of certain offenses from 
consideration for certain types of jobs. The employer, however, must be prepared to show justification for 
such exclusions. 

MILITARY SERVICE - Inquiry into an applicant's military experience in the armed forces of the United 
Suites is permissible. An employer should be careful, however, about using information concerning 
discharges since the military has stated that discharges given under other than honorable conditions 
during specific periods of time were discriminatory. It is best not to ask this question. It is, however, 
desirable to afford applicants the opportunity to voluntarily disclose whether they are special disabled 
and/or Vietnam era veterans. The University is required to take affirmative action in the employment of 
persons in these categories. 
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ORGANIZATIONS - It is permissible to ask about professional organizational memberships provided 
the applicant is made aware of his/her right to exclude the name or character of any organization which is 
of a predominantly racial, religious, or sexual character. 

FINANCIAL DATA, CREDIT RECORD, GARNISHMENT RECORD, or FIDELITY BONDS - 
Questions to applicants about these issues are probably unlawful unless the employer can show a business 
necessity for this information. 

LOWEST SALARY - Due to past nationwide discrimination, it is unlawful to ask applicants who are 
members of the protected classes the lowest salary they will accept. 

DISABILITY - It is unlawful to ask applicants whether they have a disability. Employers may ask 
whether an applicant can perform the essential functions of the job. The applicant's response to such 
question must be taken at face value by the employer. It is appropriate for employers to offer applicants 
the opportunity to voluntarily disclose the existence of any disability and the accommodations needed to 
perform the essential functions. The University is required to take affirmative action in the employment of 
persons with disabilities. 

REMINDER - It is unlawful to discriminate against anyone in any aspect of employment or the 
employment process on the basis of age, race, sex, sexual orientation, national origin, religion, creed, 
color, disability or special disablcd/Vietnam era veteran's status, or citizenship. Any concerns about the 
appropriateness of questions relating to any of these areas should be discussed with the Director, EO/AA 
prior to conducting interviews. 

2. Conducting Interviews 

According to many personnel experts, interviews are usually the least effective mechanism for evaluating 
applicants due to lack of preparation on the part of the interviewer. To provide equal employment 
opportunity, it is imperative for interviewers to be consistent in the conduct of interviews and the 
questions asked of applicants. Affirmative steps in conducting interviews must include, but are not 
limited to: 

a. Prepare in advance a list of job-related questions to be asked of each candidate. Keep in mind 
information which cannot legally be asked of applicants. 

b. Develop a rating or evaluation sheet based on the questions asked during interviews to ensure 
consistency in the evaluation of the interview. 

c. Internal applicants must be treated in the same way as external applicants. It is inappropriate to 
conduct ’’courtesy" interviews simply because an applicant is already on campus. 

d. There is no affirmative action requirement that interviews be conducted on campus; however, to 
assure equal treatment, interviews for all applicants must be conducted at the same location. For example, 
it is NOT permissible to conduct some interviews at a conference and some on campus. 

e. When interview are conducted at professional meetings or conferences, it is inappropriate to 
refuse to interview an applicant who is unable to attend the conference or meeting. If this situation arises, 
interviews must either be conducted on campus or departments must provide all applicants with 
transportation to the conference for the purpose of being interviewed. If meetings with applicants at 
confcrcnccs/mcctings arc not considered official interviews (because interviews will be conducted on 
campus), departments must be sure that applicants unable to attend meetings are in no way 
penalized during the evaluation process, that persons contacted at meetings are aware they are not 
being interviewed for a position, and that conversations with applicants arc of a very general nature 
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to assure that applicants arc neither benefited nor penalized by contact which is not available to all 
applicants. 

f. When the interview process consists of several elements (i.e. meetings with the search committee 
and other campus personnel, presentations, teaching classes, etc.), it is essential that the elements of the 
process be the same for each candidate interviewed. It is helpful to offer candidates some free time during 
a visit to campus and to ask if there is a particular group of people they would like to meet or something 
they would like to see. The specific "free time" activity need not be the same for all candidates. 

g. When search committee members involved in interviewing candidates are unable to interview all 
persons selected for interview, it is inappropriate for those individuals to participate in the final evaluation 
and recommendation discussions. Persons participating in the evaluation process who lack information 
about some candidates are not adequately knowledgeable to participate in the final discussions of all 
applicants' credentials. 

3. Alternatives to Interviewing 

Since conducting interviews of applicants is a matter of departmental choice rather than an affirmative 
action requirement, departments may wish to evaluate applicants by means other than interviews. Below 
are examples of evaluation mechanisms which may be used instead of or in conjunction with interviews. 
Departments, however, must keep in mind the need for equal treatment of applicants at each stage of the 
selection process (i.e. it is inappropriate to interview some finalists and conduct other types of evaluations 
for other finalists). 

a. Assessment center activities - While it is not necessary to conduct the full scale assessment center 
process for candidates, departments may wish to use specific assessment activities as evaluation 
mechanisms. Assessment center activities provide greater opportunity than interviews for evaluator 
assessment of performance of the duties required in a position. 

b. Philosophical papers requiring applicants to provide a statement of philosophy about how a job 
should be performed or about other job related requirements may be useful in determining an applicant's 
ability to perform job duties. Departments should be careful, however, to rate all philosophical statements 
on the same criteria. Departments might find it more advantageous to ask applicants to respond to a 
specific job related question rather than merely provide a general statement on some aspect of the job. 

c. Tests may only be used if they have been validated and departments can show the test accurately 
predicts an applicant's performance ability. Before tests are used as an evaluation mechanism, they must 
be certified by the EO/AA office. 

EMPLOYMENT OF NON-CITIZENS 

General information about the types of status possible for non-citizen employees is provided below. Also provided 
is general information which should be kept in mind during recruitment and when considering requesting a change 
of visa status for an employee. 

Employees wishing to apply for a new status may choose to use the services of an attorney. While this is perfectly 
acceptable, employees should be advised that the IAP 66 form necessary to obtain J-l status can only be completed 
by the International Programs Office and applications for Alien Employment Certification must be approved by 
Jim Martin in International Programs. 
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Types of Status 

F-l Practical Training - This is a 12-month temporary employment authorization period for practical 
training after completion of studies. This status is initiated through the foreign student advisor at a 
student's degree granting institution. An Employment Authorization Document (EAD) is issued by the 
Immigration and Naturalization Service (INS) after receiving a recommendation from the foreign . 
student advisor. Contact the International Student Office for further information about student status. 

F-l Postdoctoral Student - This is an extension (upon completion of a Ph.D.) of the student status. The 
person must be pursuing an education objective that requires a combination of course work and 
research. The research must be on campus, white school is in session, and is restricted to no more than 
20 hours per week. (In most cases, J-l or H-1B status would be more appropriate.) 

J-l Exchange Visitor - Available for students and visiting scholars. It is often difficult to change from 
this status to another due to the possibility of a two year home country residence requirement. 

a) Professor, Research Scholar, or Specialist: Visiting scholar status is limited to 3 years. 

b) Students: The stay of a student in a structured exchange program between a U.S. institution 
and a foreign institution is limited to one year. All other students may be admitted for the 
period (up to 8 years) required to complete a degree. 

J-l Practical Training - This is an 18-month temporary employment authorization period for practical 
training after completing a degree. The application for practical training is submitted to the 
International Student Office. 

J-l students will not be allowed to change to J-l scholar category. 

H-1B A temporary worker who will perform services in a specialty occupation. This status requires an 
approved labor condition application (this is not a job advertisement) from the U.S. Department of 
Labor plus extensive documentation of the applicant's credentials. Status may be granted for an initial 
period not to exceed 3 years. Extensions may be obtained, however, total H-1B time may not exceed 6 
years. 

Permanent Residence or Immigrant - (commonly called green card) Allows an individual to work in the 

United States without restrictions. 

There are several permanent visa categories, however, the three main categories for faculty 

members are: 

a) An alien of Extraordinary ability - This category does not require a labor department 
certification nor a permanent job offer. 

b) An outstanding Professor or Researcher - This category does not require a labor 
department certification but a permanent job offer is required. 

c) A member of the professions with an advanced degree or a person with exceptional 
ability in the sciences, arts, or business - This category requires a permanent job offer 
and a labor department certification. 
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Recruitment Reminders 

1) Applications for a visa status or change of status may take as little as 3-4 weeks (J-l and F-l) or 
as long as a year or more (permanent residence). 

2) Employees, at the time employment begins, must be in a status which legally allows them to 
work; the status must be kept current when applying for any type of change of status. 

3) Applications for a labor department certification for teaching faculty must be made within 18 
months of selection. Applications for non-teaching employees generally require new recruitment 
upon submission of the application, however, if certification is requested within 6 months of 
selection, a request to waive additional recruitment may be submitted. Such requests mav or 
mav not be granted. 

4) To obtain a labor department certification for a faculty member, recruitment must have included: 

a. advertisement in a national publication for at least 30 days, 

b. posting a notice of the vacancy on campus (e.g. on department bulletin boards), and 

c. all other affirmative action requirements mentioned in ACD 505-04. 

UNIVERSITY POLICY/PROCEDURES 

For information about university recruitment policies and procedures and record keeping requirements see: 

ACD & ACDW 505-04 - faculty and academic professional positions; and 

SPP 20 1 - administrative, classified and service professional positions. 

For related EO/AA policies see: 

ACD & ACDW 401 - Equal Opportunity/ Affirmative Action 
SPP 101 



ACD & ACDW 405 - Americans With Disabilities 
SPP 105 
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THE BROWN UNIVERSITY HIRING PROCESS 



How to open a Position Vacancy 

Responsibilities of the Hiring Department 

1. Prepare a Position Vacancy Authorization (PVA) form. 

2. Obtain the signature of the Department Head. 

3. If the position is new or the Position Content Document (PCD) has been 
revised, obtain the Senior Officer's signature. Note: For all positions in the 
division of the Dean of Faculty, the Dean's Office must sign the PVA, 
regardless of changes. 

4. Attach the most recent PCD to the PVA. (Be sure to include the Americans 
with Disabilities (ADA) supplement form.) 

5. Attach a Hiring Plan addressed to the attention of the Director of Equal 
Employment Opportunity /Affirmative Action (EEO/AA) for all positions. 
The Hiring Plan should outline the steps which will be taken to recruit, 
screen, interview, and select an individual to fill the position. Indicate the 
names and titles of persons who will be involved in the selection process. 
Call the EEO/AA Office at 863-2389 with any questions concerning the 
Hiring Plan. 

6. If employment advertising is anticipated, please include a draft of the 
proposed advertisement and instructions concerning where and when it 
should be placed. Please note: if you do not indicate in your advertisement 
a search deadline. Human Resources will assume that you are reserving 
your right to close the search at any time and will so indicate in both your 
internal and external posting. 

7. Forward the PVA and attachments to the EEO/AA Office, Box 1890. 

Responsibilities of the EEO/AA Office 

The EEO/AA Office will review the Hiring Plan at this time. If a job group 
is underutilized, it will be indicated on the PVA. Underutilization may 
require revisions in your Hiring Plan. 

Responsibilities of the Budget Office 

The Budget Office reviews all PVAs for "2" ledger accounts. The Office of 
Research Administration authorizes all ”5" ledger accounts. 
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Responsibilities of the Human Resources Department 

1. The PVA is logged when received and routed as follows: 

• Compensation section-for new or revised positions for evaluation of 
grade level. 

• Employment section-for final authorization. 

2. The Human Resources Coordinator enters the PVA into the Position 
Control System, which lists it in the Positions Available job listing and on 
BBOARD. The position is also posted for a minimum of five working days 
on the Brown University Job Openings posting board outside of the 
Human Resources Department and added to the Work Line (863-WORK). 

The yellow copy of the PVA and the Hiring Package are returned to the 
department. Information on interviewing and 1-9 verification is provided, 
along with a blank copy of the Hiring Report, sample acknowledgment and 
rejection letters for positions Grade 12 and above, and the name of the 
Human Resources representative assigned to the position. 

3. The Human Resources representative will contact the department to 
discuss: 

• Experience, skills, and education requirements; 

• Advertising preferences; and, 

• Extent to which applicant screening and other assistance will take 
place in the Human Resources Department. 

4. No offers of employment may be made during the first five days of the 
posting period to allow qualified University employees the opportunity to 
apply early. 

5. At the conclusion of the five day posting period: 

• The position may be advertised. Note: In certain circumstances 
involving unique qualifications or locations, ads may run 
simultaneously with posting. 

• Resumes and applications are submitted to and logged by the 
Human Resources Department. 

• Acknowledgment postcards are sent to all applicants responding by 
mail for positions below Grade 12. 

6. Reopening Positions — Once a position is posted and filled, if vacated 
again within the probationary period, the same position may be reopened 
without completing a new PVA. 
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INTERVIEW AND SELECTION 



Application Acknowledgment 

The Human Resources Department acknowledges the receipt of all mailed 
applications and resumes for positions below grade 12 with a postcard. Hiring 
departments are required to acknowledge all applications and resumes for 
positions grade 12 and above. A sample acknowledgment letter is enclosed. 



Applicant Interviewing and Review Process 

The Human Resources representative may screen applicants for the hiring 
department. Interviews should be conducted as soon as possible. The posting of 
the available position may be removed when the department feels it has 
sufficient applicants for its needs. Tips on interviewing are attached. 

Expenses for applicant travel may be reimbursed under certain conditions. Your 
Human Resources representative can explain current policy, mileage allowance, 
and other details. 



Application and References 

All applicants interviewed must complete an employment application (internal 
candidates must complete an Internal Application). It is essential that references 
be checked on the final candidates, both internal and external. Whenever 
possible, the Human Resources representative will check references or assist 
you in doing so. Forms and questionnaires are attached to assist your checking. 

Please note: If you conduct your own reference check, you must submit to 
Human Resources with your Hiring Report copies of the completed reference 
checking forms or your notes (marked "References Enclosed — To be opened by 
HR Only"). Human Resources suggests you seek references from three prior 
supervisors, whenever possible. 

If final candidate is a former or current employee, the hiring supervisor must 
contact the Human Resources representative to make arrangements to review 
the information relevant to job performance in that employee's file. 
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Affirmative Action 




For a department which has an underutilization of women or minorities, it 
may be necessary to expand the pool of applicants chosen for interview. The 
Human Resources Department records all applicants by sex and race, when 
available. If a department does not feel that it has sufficient women or 
minorities selected for interview, it may wish to further examine the pool of 
applicants. The EEQ/ AA Office and the Human Resources Department are 
available to assist in identifying those applications/resumes which are likely to 
be from female and/or minority applicants. 



The hiring department should complete a Hiring Report, listing all 
interviewed applicants and providing reasons for selection or non-selection. 
The proposed salary should be included. This may be discussed with the 
Human Resources representative or the Compensation manager. 

Note: For all positions in the division of the Dean of the Faculty, the Dean's 
Office must initial the Hiring Report next to the salary. 

The completed Hiring Report (along with all resumes and applications) of 
those applicants interviewed should be forwarded to the EEO/AA Office. 
Once approved by EEO, it comes to Human Resources for final authorization. 

Note: Authorization must be obtained from both the Director of EEO/AA and 
the Employment section before a job offer can be discussed with an applicant. 



Offer of Employment 

The Human Resources representative and the department will decide who 
will make the offer of employment to the selected candidate. Offers are made 
contingent upon 1-9 verification and the signing of a Conflict of Interest 
Statement and Acknowledgement Form and, in some cases, a pre- 
employment/post-offer physical examination. 1-9 verification must be 
completed within the first three days of employment in order to enter the 
employee in the payroll system. 

The Human Resources representative will schedule an orientation date and 
send a confirmation of acceptance letter to the selected candidate. Attending 
Orientation is a condition of employment. 
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Offer of Employment (continued) 

The hiring range for external candidates is from the grade level minimum 
salary to the first quartile of the salary range. For exceptionally qualified 
candidates with heavy related experience, salaries can be up to the midpoint 
of the salary range. Please consult with your Human Resources representative 
or the Compensation manager about the amount of an increase for someone 
moving up more than two grades. In all cases the salary offered should not 
fall below the range minimum or exceed the range mid-point. You should be 
aware of the salaries of other similarly-situated employees in the department 
before making a salary recommendation, to ensure that a new employee with 
less experience will hot be making a higher salary than an internal employee 
with the same or more experience in a similar situation. 



Notification of Other Applicants 

The hiring department or the Human Resources Department shall send all 
interviewed applicants a letter notifying them of their non-selection. A 
sample is attached. (Resumes and applications of all applicants must be 
returned to Human Resources.) 

Required Forms 

Information on the person hired, promoted, or transferred into a new 
position will be completed on a Personnel Action Form (PAF) by the Human 
Resources representative or Human Resources Coordinator. A PAF does not 
need to be submitted by the hiring department. However, a Personnel Data 
Form (PDF) should be completed by the employee and forwarded to Human 
Resources. 

When an employee is transferred or promoted, the new supervisor must 
contact the former supervisor to obtain the number of vacation and sick days 
accrued. 

Any questions regarding the Hiring Process should be directed to the 
Employment section of the Human Resources Department at 863-3175. 
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PRESIDENT'S REAFFIRMATION OF POLICY STATEMENT 



Brown University has been and will continue to be committed to 
a policy of equal employment opportunity, and to the principles of 
affirmative action. This commitment extends beyond ensuring neutrality 
in employment opportunities with regard to race, color, sex, age, religion, 
national origin, veteran and disability status. 

I and the Corporation of Brown University embrace the belief 
that diversity within the University community advances the academic 
purposes of the University, and an affirmative action policy is essential to 
achieving such diversity. The University endorses the goals of equal 
employment opportunity and affirmative action as supportive of the 
University's values and of the values of a democratic and pluralistic 
society. 

As affirmative action implies. Brown University will continue to 
make strong, positive efforts to ensure that minorities, women, disabled 
persons and veterans are given full opportunity for employment, 
upgrading, counseling, training, and for participating in all University 
sponsored programs and social activities. The University will continue to 
meet affirmative action program requirements established for contractors 
by the federal government and monitored by the Department of Labor. 
Such programs provide a mechanism for monitoring University 
personnel policies and procedures to ensure equal employment 
opportunity as well as a means for locating and eliminating any 
deficiencies in relevant areas of employment. 

I personally endorse this policy and I expect full cooperation and 
assistance from all members of the Brown Community in the 
implementation of all of the University's Policies and Procedures 
relevant to equal employment opportunity and affirmative action. 

The Director of the Office of Equal Employment Opportunity 
and Affirmative Action is responsible for the coordination of the 
University's affirmative action programs, and oversight and monitoring 
of their implementation throughout the University. 

I request the continuing cooperation at every level of the 
University toward implementing the University's policies. 




Vartan Gregorian, President 
Brown University 
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INTRODUCTION 

This brochure has been prepared to introduce all employees of Brown University 
to the concepts of Equal Employment Opportunity and Affirmative Action, and 
further, to explain the laws which govern these concepts, and the procedures prac- 
ticed by Brown University to ensure their implementation. 

EQUAL EMPLOYMENT OPPORTUNITY 

Equal Employment Opportunity is provided when all conditions of employment 
and management decisions are based on good, consistent, and fair human resource 
policy and procedure. 

Equal Opportunity in employment is an essential priority for Brown University, 
and one to which the University is deeply committed. In accordance with estab- 
lished federal laws (Civil Rights Act of 1964), state laws, and University policies, 
discrimination based on race, color, religion, national origin, sex, sexual orienta- 
tion, age disability, and Vietnam-era or disabled veterans status is prohibited in all 
aspects of employment. Brown University is also committed to providing a work 
and academic environment free from all forms of sexual harassment. 

AFFIRMATIVE ACTION 

Affirmative Action is a results-oriented program that is designed to redress imbal- 
ances of minorities and women in the workforce. Executive Order 11246 (1965), as 
amended by Executive Order 11375 (1967) requires federal contractors to take "af- 
firmative" steps to recruit, hire and advance minorities and women when they are 
underutilized in the University and are qualified and available in the labor force. 

As part of the federal contract obligations. Brown University is required to deter- 
mine whether women and minorities are "underutilized" in the workforce. When 
that is the case. Brown University is required to develop as part of its affirmative 
action program, specific goals designed to overcome that underutilization. 
Underutilization is defined in the regulations as having fewer women or minorities 
in a particular job group that would reasonably be expected by their availability. 

Brown University proactively undertakes good faith efforts to reach affirmative 
action goals through recruitment, outreach, and internal reviews of employment 
policies and practices. Affirmative Action goals are flexible, temporary, and aimed 
at correcting the imbalances. Goals are not quotas. 

MANAGING DIVERSITY 

Diversity is a concept that values the differences of the people that make up today's 
workforce. These differences include both primary dimensions (e.g. race, gender, 
age, religion, national origin, etc.,) and secondary dimensions (e.g. marital status, 
work background, etc.,) characteristic of groups of people within an organization. 

As our workforce becomes more diverse, we are challenged with the opportunity 
to find ways of enabling people of many different backgrounds to provide valu- 
able contributions to the University. It is not enough to just increase diversity in 
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the workplace and in the classroom/ we must also learn to manage and enhance 
this newly created diversity. Affirmative Action and managing diversity are two 
mutually supporting concepts. Together they help establish a true equal opportu- 
nity environment 

PERSONS WITH DISABILITIES 

A person with a disability is someone who; (1) has a physical or mental impair- 
ment that substantially limits one or more major life activities; (2) has a record of 
such an impairment; or (3) is regarded as having such an impairment A major life 
activity means a basic function such as working/ caring for oneself, walking,, see- 
ing, hearing, breathing, etc. 

Employers are prohibited from discriminating against qualified individuals with 
disabilities in all terms, conditions, and privileges of employment. 

A qualified individual with a disability is a person who, with or without reason- 
able accommodation, can perform the essential functions of the job in question. 
Employers are required to make an accommodation to the known disability of a 
qualified applicant or employee if it would not impose an undue hardship on the 
operations of the employer's business. The employer is not required to lower 
quality or production standards to make an accommodation, nor is an employer 
obligated to provide items such as glasses or hearing aids. Disclosure of ones 
disability is strictly voluntary and will be kept confidential. 

VETERANS ASSISTANCE 



Employers are prohibited from discriminating against veterans and are required 
to take affirmative action* to employ and advance in employment Vietnam Era 
Veterans and qualified disabled veterans of all wars. 

*The affirmative action requirements for qualified persons with disabilities and 
Vietnam Era and Disabled Veterans do not include goals and timetables in the 
same way that affirmative action programs establish such goals for women and 
minorities. 

WHERE CAN YOU GO FOR INFORMATION OR TO SEEK RESOLUTION 
TO A PROBLEM? 

If you feel you have been discriminated against or harassed based on race, reli- 
gion, color, national origin, sex, sexual orientation, age, disability or Vietnam Era 
or disabled veteran status, or just want to talk about your options or obtain addi- 
tional information, please contact your supervisor, the Human Resources 
Department or the Equal Employment Opportunity/ Affirmative Action Office. 
All grievances will result in a prompt and thorough investigation and appropriate 
disciplinary action if warranted. Grievances will be kept as confidential as pos- 
sible. Brown University does not tolerate retaliation against employees who report 
incidents of discrimination or sexual harassment, or those who participate in Uni- 
versity investigations of discrimination or harassment 
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HOW DOES BROWN UNIVERSITY IMPLEMENT EQUAL OPPORTUNITY 
AND AFFIRMATIVE ACTION LAWS? 



1. Brown University has an Office of Equal Employment Opportunity and Affirma- 
tive Action. The Director of the Office of Equal Employment Opportunity and 
Affirmative Action is charged with the responsibility for coordinating and moni- 
toring all components of Equal Employment Opportunity and Affirmative Action 
compliance. 

2. The University has developed an Affirmative Action Plan, updated annually by 
the Office of Equal Employment Opportunity and Affirmative Action, which ana- 
lyzes its workforce, policies and procedures related to all aspects of employment, 
sets forth goals for each department within the University, and monitors progress 
and/or impediments to achieving the overall goal of diversity at all levels within 
the University. The University's Affirmative Action Program is monitored and ap- 
proved by the U.S. Department of Labor's Office of Contract Compliance Programs 
(OFCCP) through periodic audits of our plan and progress toward accomplish- 
ment of hiring and promotion goals. The OFCCP also monitors the implementation 
of programs intended to ensure equitable treatment and opportunities for all em- 
ployees. 

3. Senior officers, managers and employees are advised with regard to new develop- 
ments in equal employment opportunity/affirmative action legislation and their 
responsibilities related to ensuring that the University maintains compliance. 

4. The University participates with community organizations, local, state and fed- 
eral agencies, educational institutions, and other groups, which specialize in training 
and referring applicants for employment opportunities at Brown. 

TERMINOLOGY 



The follouring are the racial /ethnic categories used in discussions about Equal 
Employment Opportunity and Affirmative Action . 

Racial/Ethnic Categories — people can self identify as: 

• American Indian/ Alaskan Native - a person having origins in any of the original 

peoples of the present day United States (except Hawaii), and who maintains cul- 
tural identification through tribal affiliation or community recognition. Includes 
the native peoples of Alaska. 

• Asian/Pacific Islander - a person having origins in any part of the Far East, South- 

east Asia, Pacific Islands, and the Indian sub-continent 

• Black - a person having origins in any of the black racial groups of Africa, not of 

Hispanic origin. 

• Hispanic - a person whose cultural or linguistic origins are Spanish or Latin American 

regardless of race, e.g., Mexican, Puerto Rican, Cuban, Central and South American. 

• White - (not of Hispanic origin) a person having origins in any of the original peoples 

of Europe, North Africa, of the Middle East. 
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L Columbia’s Policy of Equal Employment Opportunity 

A. Statement of General Policy 

"The more I studied American society," wrote Tocqueville after a tour of our country, "the more 
clearly I saw equality of conditions as the creative element from which each particular fact derived, 
and all my observations constantly returned to this nodal point." 

What Tocqueville noticed in the 1830’s, and what is still today a wonder to many foreign observers, 
is that the passion for equality runs so deep in the American soul. However imperfect its 
implementation, equality is an ideal to which we as a people are sworn by custom, law and tradhion, 
and we adhere to it in the belief that it is the partner, not the foe, of national excellence. 

One vehicle in the endeavor to put opportunity in the reach of all is an effective plan for affirmative 
action. In 1972, Columbia University was among the first institutions to prepare such a plan. It has 
since conducted annual assessments of its performance and procedures, and offers here its current 
program. In so doing, it reaffirms its longstanding commitment to the principle and practice of equal 
opportunity and states again that all personnel actions at Columbia are and shall be taken without 
discrimination based on race, color, religion, age, national or ethnic origin, sex, sexual orientation, 
marital status, citizenship status, Vietnam Era veteran or disabled veteran status, or disability. 1 To 
these ends, the University recommits itself to the Affirmative Action Plan described below, and it 
does so not only under the compulsion of law, but also in the spirit of diversity consistent with our 
nation's ideals. 

B. Conformity with the Requirements of Executive Order 11246 

All employment and promotional decisions are in accord with principles of equal opportunity and 
affi r mativ e action. Only valid requirements are imposed on persons seeking employment or 
promotion. 

All personnel actions, including recruitment, hiring, compensation, benefits, transfers, promotions, 
layoffs, returns from layoff^ education, tuition assistance, and such training, social, and recreational 
programs as are offered are administered without discrimination based on race, color, religion, sex, 
or national origin. The program year for this annual update of the University’s Affirmative Action 
Plan is January 1, 1996 to December 31, 1996. 

C. Conformity with the Sex Discrimination Guidelines 

Columbia is committed to promoting and ensuring equal opportunities to all employees and applicants 
for employment without discrimination based on sex. The policies and practices listed below help 
ensure that this commitment is carried out. 



1 These are together referred to as "protected group status" throughout this Plan. 
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Recruitment and Advertising Practices. All positions at Columbia are open to men and women, and 
there are no jobs for which men or women are preferred. No preference for a person of a given sex 
is expressed in job advertisements. 

Employment Policies and Practices. Columbia does not make any distinction based upon sex in 
employment opportunities, wages, hours, or other conditions of employment. Opportunities for 
promotion and transfer are equally available to men and women. 

Adequacy of Physical Facilities. Physical facilities are adequate for both men and women. There is, 
therefore, no possibility that a person of either sex will be denied a job because of a lack of 
appropriate physical facilities for members of that sex. 

Policies and Practices with Regard to Marital Status. Married and unmarried individuals of both 
sexes are treated equally in all personnel matters. 

©. Conformity with the Guidelines on Discrimination Because of Religion or National Origin 

Equal Opportunity Policy. It is the policy of Columbia University to provide equal opportunity in 
employment without discrimination based on religion or national origin. 

Accommodations to Religious Observance and Practice. The University accommodates the religious 
observances and practices of any employee or prospective employee as long as it can do so 
reasonably without undue hardship on the conduct of the University’s business and mission. 

E. Implementation of Policy 

1. University Structure 

Columbia is essentially a corpus of teachers and scholars assisted in their work by a staff of 
professional researchers and librarians — all engaged in the common task of discovering, refining, and 
transmitting knowledge. This task and the large-scale corporate enterprise required to sustain it are 
coordinated by a body of administrators, while the work of all such personnel — teachers, researchers, 
librarians, and administrators — is supported by a sizeable number of union and non-union employees. 
These are Columbia's constituent elements and the structural elements of this Affirmative Action 
Plan. 

Because the state of knowledge and learning is ever-changing, the structures built to promote it 
cannot remain static. Departments are added, deleted or combined in accordance with the growth 
of knowledge; new programs are established to fill special needs or to test the viability of fresh ideas; 
schools redefine their purposes or alter their directions as the requirements of society and academy 
change. Moreover, as the conditions for management and supervision within the University change 
and as the relation between the University and society becomes ever more complex, the administrative 
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support structure of Columbia also evolves. Yet the basic academic and administrative structures of 
Columbia remain fairly well set to form a general matrix for the Affirmative Action Plan. 

Academic Structure. The primary academic units of Columbia are departments of instruction and 
Faculties or schools. The relationship between departments and Faculties is a complex one, but it can 
be said generally that instructors are grouped into departments by areas of training and into Faculties 
by commonality of interests. Expressed differently. Faculties design and direct the University's 
curricular programs while departments provide the instruction required by those programs. 

Some Faculties, such as Law, have a narrow enough focus in their efforts to be at the same time 
departments, while others, such as the Graduate School of Arts and Sciences, draw members from 
many departments. Depending on his or her competence, moreover, a member of a department of 
instruction may be a member of more than one Faculty of the University. Therefore, groups of similar 
departments rather than Faculties per se are the proper units of analysis for purposes of affirmative 
action. The academic groupings at Columbia are set forth in Section VI(B)(1) of this Plan. 

Administrative Structure. The deans of the various Faculties and the chairs of the individual 
departments, together with the staffs that assist than, form the basic structure of Columbia's academic 
administration. In accordance with the rules and by-laws of their units and in association with the 
faculty they lead, the deans and chairs have a wide-ranging authority to set policy and decide upon 
personnel, both instructional and non-instructional, in those units. Their role in protecting the 
principle of equal employment opportunity and advancing the goals of affirmative action is thus 
primary and crucial. 

Directing the educational enterprise as a whole and supervising the fiscal, physical and personnel 
operations that support it are the officers and staff of the central administration. The chief executive 
of the University, appointed by and responsible to the Trustees, is the President. He is assisted by 
the Provost and Dean of Faculties, who has charge of the academic affairs of the University, and by 
several vice presidents, including the Executive Vice President for Finance, the Executive Vice 
President for Administration, the Vice President for University Development and Alumni Relations, 
and the Vice President for Public Affairs. Reporting to the Executive Vice President for Finance are 
the Treasurer and Controller, the Vice President for Investments and Vice President for University 
Budget and Financial Planning; reporting to the Executive Vice President for Administration are the 
Vice Presidents for Facilities Management, Human Resources and Student Services. The Vice 
President for Information Services and University Librarian reports to the Provost and Dean of 
Faculties. Two academic vice presidents — the Vice President for Health Sciences and Dean of the 
Faculty of Medicine and the Vice President for Arts and Sciences and Dean of the Faculty of Arts and 
Sciences — report to the Provost and Dean of Faculties On their decanal capacity) and to the President 
(in their vice presidential capacity). The Secretary of the University and the General Counsel also 
report to the President. 
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2. Division of Responsibility 

The ultimate responsibility for implementing affirmative action at Columbia resides with the officers 
of the central administration, each of whom has varied duties with respect to the Affirmative Action 
Plan. 

As the chief executive officer of Columbia, the University President is responsible for all its 
operations. He has delegated to the Provost and Dean of Faculties the general responsibility for 
coordinating all aspects of Columbia's policy of equal employment opportunity and for implementing 
its Affirmative Action Plan. The Provost and Dean of Faculties is assisted for this purpose by a Vice 
Provost for Academic Administration who oversees the Office of Equal Opportunity and Affirmative 
Action and by the Assistant Provost who directs its operations. Together these officers advise the 
President on statements of policy, the identification of problem areas and the selection of methods 
to remedy any deficiencies. 

The responsibilities of the Assistant Provost include the following: 

• Coordinating, implementing, and monitoring the University's commitments under this Plan', 

• Developing policy statements and appropriate affirmative action programs, as well as internal 
and external communications with regard to the University's commitment to affirmative action 
and its progress and performance under this Plan ; 

• Reviewing and augmenting, as necessary, the University's auditing and reporting procedures, 
to provide the data necessary to carry out the following responsibilities: measuring the overall 
effectiveness of the University's affirmative action programs; identifying problem areas, if any, 
and establishing goals, objectives, and remedial action, where appropriate; determining the 
degree to which these goals and objectives have been met; preparing the annual Updates to 
this Plan and any other reports required by federal or other governmental agencies; and 
providing technical assistance to the deans and vice presidents in the preparation of their 
annual Self-Evaluations; 

• Assisting University administrators in identifying and arriving at solutions to affir mative action 
problems, and keeping them informed of the latest developments in the entire equal 
opportunity area; 

• Initiating and maintaining close communication with various groups representing women and 
minorities at Columbia; 

• Serving as a liaison between the University and various community action or service groups, 
especially those concerned with the employment opportunities of minorities and women and 
minority and women's organizations, and encouraging participation by members of the 
University community in these organizations where possible; 
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• Serving as a liaison between the University and the various government agencies enforcing 
anti-discrimination and affirmative action laws; 

• Periodically auditing, or providing for the audit of) hiring, transfer and promotion patterns, 
policies and practices, as well as of such training programs as may be offered, to ensure that 
there are no impediments to the attainment of the University's goals and objectives, and that 
minorities and women are given full opportunities; 

• Ensuring that supervisory and management personnel are periodically reminded of the 
University's affirmative action and equal opportunity policies; 

• Ensuring that posters are properly displayed at each campus and work location, and that all 
facilities for employees are desegregated and comparable for both sexes; 

• Ensuring that minority and female employees are afforded full opportunities and encouraged 
to participate in all University-sponsored educational, training, recreational, and social 
activities; 

• Ensuring that supervisory personnel understand that their equal opportunity and affirmative 
action efforts and results are part of the annual evaluation of their work performance, and that 
they are responsible for preventing harassment of the minorities and women subordinate to 
them; 

• Counseling any University employee or student who has a discrimination-based complaint, 
and investigating and attempting to informally resolve the dispute, upon request. 

The Office of Equal Opportunity and Affirmative Action is in Room 402, Low Memorial Library, 
Columbia University, New York, NY 10027, and its telephone number is (212) 854-5511. 

The coDective work of affirmative action is a shared responsibility at Columbia, and each employee 
is individually charged with cooperating toward fulfilling the letter and spirit of the Affirmative Action 
Plan. 

Although the Assistant Provost has overall responsibility for day to day administration, the Provost 
and Dean of Faculties also has specific responsibility for developing and implementing the Affirmative 
Action Plan with respect to officers of instruction, research, and the libraries. It is Ids duty to ensure 
that the Plan is carried out with respect to the recruitment, appointment, promorion, compensation 
and separation from the University of all such officers. He is assisted in that effort by the deans and 
academic vice presidents, the Vice President for Information Services and University Librarian, 
department chairs, and center and institute directors. 

The Vice President for Human Resources has specific responsibility for ensuring that the Plan is 
carried out with respect to the recruitment, employment, promotion, compensation and termination 
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of officers of administration and members of the supporting staff. The Vice President is also 
responsible for ensuring that fringe benefits are available to all personnel without discrimination. The 
departments reporting to this Vice President include Employment, Compensation, Benefits, Employee 
and Labor Relations, Operations, Training and Development and Environmental Health and Safety. 
An Assistant Vice President-Human Resources heads the Health Sciences Human Resources Office 
and is responsible for the provision of personnel sendees at that campus. All of these offices are 
referred to hereafter as "Human Resources." 
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H. Employment Policies and Practices 2 

While carrying out its general responsibility for assuring equal employment opportunity at all levels, 
Columbia recognizes that it is a community composed of different kinds of personnel. It endeavors 
to achieve its affirmative action goals through employment policies and practices which are uniform 
for all personnel within each of the constituencies that make up its work force, but which differ in 
certain respects from one constituency to another. 

A. Officers of Instruction 

Officers of instruction are University personnel appointed formally by the Trustees, President or 
Secretary of the University to offer full-time or part-time instruction at Columbia. The various 
academic titles and grades of office are named and defined in Section 61 of the University Statutes, 
which forms Appendix 2 to this Plan. With the exception of the University Professors — seven faculty 
members of the highest distinction who are appointed by the Trustees to serve on a University-wide 
basis — officers of instruction are nominated by and serve primarily within a particular school or 
department. 

In October, 1992, the Vice President for Health Sciences and Dean of the Faculty of Medicine issued 
a Statement of Affirmative Action Policies and Procedures for the Appointment of. Officers of 
Instruction and Research in the Health Sciences. This document, which will be referenced in this 
Plan as the 1992 Health Sciences Memorandum, governs faculty and research appointments at the 
Health Sciences. It is attached as Appendix 4. All other appointments as faculty, research officers 
and professional librarians are governed by the Provost's October 1993 Restatement of Affirmative 
Action Policies and Procedures for the Appointment of Officers of Instruction and Research Outside 
of the Health Sciences and Officers of the Libraries. This document, which will be referred to as the 
1993 Memorandum, is attached as Appendix 3. 

The procedures set forth in these memoranda are designed to achieve accountability within a system 
of decentralized responsibility. They recognize that the process of faculty recruitment and 
development inherently involves the application of judgmental criteria, and that the responsibility for 
applying these criteria must rest primarily with the Faculties themselves. The University believes that 
the principle of the selection by their future colleagues is not only an important aspect of academic 
freedom, but also a practical necessity since the achievements and promise of faculty candidates are 
most sensitively evaluated by their own peers. Furthermore, decentralized responsibility gives 



2 The description of employment policies and practices in this Plan necessarily summarizes or describes generally a 
number of complex subjects. It is not intended to be definitive in all areas. For definitive information, reference should be 
made to more formal and detailed statements ofUniversity regulations and policies to be found elsewhere. These include 
die Charter and the Statutes of the University, the stated rules of die Faculties, the by-laws of the departments. The Faculty 
Handbook of Columbia University 1987 and The Personnel Policy Manual of Columbia University, as well as the 
contractual and other documents governing pension, medical and other benefits. Copies of such documents are available at 
the Office of the Secretary and the Office of the Vice President for Human Resources. Where a description in this Plan and 
an express statement in such documents (as amended) are inconsistent, the express statement will control. 
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departments and schools the necessary flexibility, within the framework of this Affirmative Action 
Plan, to pursue faculty development policies which look beyond the individual qualifications of 
various candidates, to anticipate new trends in knowledge and to mobilize talent selectively in 
accordance with the program priorities of the department or school. 

1. Search and Evaluation 

Since 1972, each academic unit appointing full-time officers of instruction has been required to have 
on file in the Provost's Office a statement approved by that office outlining the standard search and 
evaluation procedures it uses in filling its instructional positions. 3 Statements from Health Sciences 
units conform with detailed guidelines set forth in the 1992 Health Sciences Memorandum-, 
statements from units outside the Health Sciences are now being updated to conform with the 
guidelines in the 1993 Memorandum. 

Each statement sets forth, for each instructional rank to which the unit makes appointments, the 
Standard External Search Procedures by which it identifies and selects candidates. These constitute 
the general practice of the University and are considered appropriate for fillin g most positions in most 
ranks, even when one or more current officers in the University are candidates for the position. 

Statements from Momingside units whose current postdocs (Postdoctoral Research 
Scientists/Scholars and Postdoctoral Research Fellows) regularly form a pool from which officers of 
instruction or research are chosen set forth two additional procedures: Standard External Search 
Procedures for the Initial Selection of Postdoctoral Appointees, describing the processes by which 
the unit's postdocs are initially identified and selected, and Standard Internal Search Procedures, 
describing the processes by which the unit selects, from among its current postdocs, individuals it 
seeks to appoint to positions as instructional or research officers. Momingside units setting forth 
these two procedures in their statements may appoint any of their postdocs to a position as a faculty 
member or research officer without conducting a full external search, if the candidate was initially 
selected in accordance with their Standard External Search Procedures for the Initial Selection of 
Postdoctoral Appointees and promoted according to their Standard Internal Search Procedures. 

The 1992 Health Sciences Memorandum permits Health Sciences units to promote postdocs 
(Postdoctoral Research Scientists/Scholars, Postdoctoral Research Fellows and Postdoctoral Clinical 
Fellows) to renewable faculty or research officer positions at the conclusion of their postdoctoral 
training period without a search if the postdocs were originally selected in accordance with the 
Standard External Search Procedures for the Initial Selection cf Postdoctoral Appointees set forth 
in the unit's statement. It also allows clinical departments which select their house staff members in 
accordance with their statement's description of Affirmative Action Steps Taken in Connection with 
House Staff Selection to appoint members of the house staff to full-time, renewable faculty or 
research officer positions without a search at the conclusion of their house staff training. 



Statements from units which also appoint full-time officers of research include a description of their standard search 
and evaluation procedures for these positions, as well. See Section 11(B)(1), below. 
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All statements provide for (a) a careful and precise definition of all faculty openings; (b) a wide search 
for candidates, with special efforts made to locate qualified women and minorities; and (c) a fair, 
impartial review of all applications. Within these broad requirements, each unit has established 
procedures it deems best suited to its needs. Each discipline has a particular style of operation, one 
that is set by the kind of scholarship in which it is engaged, by its size and subdivisions, and by the 
activities and schedules of the professional societies that serve it. These differences have their effect 
on the way in which each academic and research unit seeks out and evaluates candidates, and to the 
extent that these variations are compatible with the demands of affirmative action, they have been 
respected and encouraged. 

To ensure that faculty openings are properly defined, all searches must begin with the department or 
school preparing a description of the qualifications and areas of competence expected of all applicants 
and of the teaching and research responsibilities to be carried out by the candidate. This description, 
in full or abbreviated form, is included in all advertisements and public notices of the position. 

To ensure that their searches are sufficiently extensive, departments and schools normally advertise 
openings in professional journals, placement publications, or other professionally relevant media. 
Most also notify those institutions most likely to have appropriate candidates for the position. 
Additionally, many notify women's and minority caucuses and task forces, contact those colleges and 
universities known to be especially concerned with the professional training of women and minorities, 
and solicit suggestions from women and minority professors already established in the field. The 
Assistant Provost may assist in identifying appropriate female or minority sources, particularly when 
hiring goals have been set. 

To ensure that no bias enters into the evaluation process, most schools and departments establish a 
search or appointments committee to review all applications and to interview the most promising 
candidates. These committees are expected to be representative of the academic department or 
school as a whole and, where possible, to include women and minority faculty. When such 
committees are not established, either the entire faculty or the entire senior faculty of the department 
or school participates in the appointment process. 

2. Monitoring Process 

Columbia's affirmative action procedures require that no initial offer of appointment as a full-time 
compensated officer of instruction or research may be tendered to persons outside the University 
without the prior clearance of the Provost and Dean of Faculties. In addition, units must obtain 
clearance from the Provost and Dean of Faculties prior to the appointment of postdocs or house staff 
members, if they contemplate offering these persons positions as officers of instruction or research 
at the conclusion of their house staff or postdoctoral training. 

Monitoring Committees'. A Faculty Affirmative Action Advisory Committee, appointed by 
the Provost and Dean of Faculties, is charged with advising him on whether to give 
affirmative action clearance for faculty and research appointments outside of the Health 
Sciences, and for all appointments of officers of the libraries. The Committee consists of 
seven officers of instruction, one senior officer of research, one senior officer of the libraries. 
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the Assistant Provost who serves as an ex officio member, and the Vice Provost for Academic 
Administration who acts as its chair, and contains a substantial representation of women and 
minorities. 

The Provost and Dean of Faculties has delegated responsibility for reviewing affirmative 
action clearance requests for instructional, research, postdoc and house officer appointments 
in the Faculties of Medicine and Dental and Oral Surgery to the Vice President for Health 
Sciences and Dean of the Faculty of Medicine. The Vice President is assisted by a Health 
Sciences Affirmative Action Committee made up of Health Sciences faculty and senior 
research officers, including women and minorities, and the Assistant Provost, who serves ex 
officio. The Committee is chaired by a faculty member at the Health Sciences, chosen by the 
Vice President. 

The primary function of both monitoring committees is to review search reports submitted 
by the various units and to recommend whether clearance should be granted or withheld. 
When documentation is unclear, the committees may request, in writing or through 
conference, additional information from a dean, department chair or director. In considering 
clearance requests, the committees do not judge the qualifications of any candidate, but are 
concerned solely with ensuring that appropriate procedures have been followed in searching 
for and selecting nominees and that substantive reasons are given for setting aside the 
candidacies of those judged less qualified. 

Clearance Procedures for New Appointments'. In requesting affirmative action clearance, the 
dean, director, or chair must submit a Search Report which indicates whether the unit 
followed one of its standard search procedures (in which case copies of ads, letters, or other 
notices of the vacancy used in the search are attached to the form) or employed procedures 
at variance with its standard procedures (in which case a description of the circumstances that 
caused the variance and the actual procedures that were followed is attached) and a Summary 
Statistical Data Report which provides information, by sex and ethnic category, on the 
number of individuals who applied, were considered most qualified, and are being nominated 
for appointment. 

If more than one candidate applied or was considered for the position, the department, school, 
institute, or center must also submit (a) an Applicant Pool Report which lists all those who 
applied for or were in any way considered for the position, with information for each on 
current institutional affiliation, referral source, "special status,” if any, and when relevant, the 
date of formal interview, (b) a Special Status Applicants Report which lists all applicants with 
a special status (women, minorities, individuals with disabilities, special disabled veterans and 
Vietnam Era veterans) who were judged not to be among the most qualified, and states 
briefly the specific reasons for their not being selected; and (c) a Most Qualified Candidates 
Report which lists in descending order of preference all individuals judged to be most 
qualified for the position, and states briefly the specific reasons for selecting the nominee and 
for judging the others less qualified. If a candidate withdrew or was found to be unavailable, 
the source of this information and, if known, the reasons for the candidate's withdrawal are 
also indicated. (See Appendices 3 and 4 for copies of these forms.) 
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In certain limited circumstances, a search of the usual breadth, or indeed any search at all, is 
considered inappropriate. These include appointments of persons new to the University who 
are (1) one of a limited number of scholars, all known to the professional community, in a 
highly specialized field; (2) a nationally-recognized "star"; (3) part of an established research 
unit headed by a recent appointee; (4) nominated pursuant to negotiations with the 
individual's spouse for another faculty position; or (5) being funded through the Provost's 
Minority Faculty Incentive Fund. For current employees variances include: (6) promotion of 
an outstanding member of the research support staff; (7) appointment of persons changing 
from part-time to full-time status after holding their part-time University position for three 
or more years; and (8) appointment of some persons currently on a limited term appointment. 

While a school or department needs the flexibility to depart from its standard external search 
procedures in such situations, clearance must nonetheless be requested, and the dean, 
director, or chair must include with the Search Report a detailed description of the 
circumstances that justified the variance. 

There are other instances where unforeseen circumstances, such as unanticipated late 
vacancies or unpredicted last-minute increases in enrollment, preclude a full search in 
conformity with affirmative action guidelines. Clearance to make an "emergency" 
appointment in these situations may be requested by submission of a description of (a) the 
"emergency" which gave rise to the need for the appointment, (b) the procedures used to find 
the proposed appointee, and (c) the pool from which the proposed appointee has been drawn, 
even if a wholly intra-University pool. In granting clearance to make an "emergency" 
appointment, the Provost and Dean of Faculties requires that the proposed appointee be 
informed that the appointment is an interim one and may not be renewed without a complete 
search in accordance with the unit's standard external search procedures. 

3. Promotion 

Promotions of officers of instruction within the non-tenured ranks or from tenured Associate 
Professor to Professor are made without a further search when the individual has demonstrated 
achievement of the academic qualifications for the higher rank. Units may, at their discretion, choose 
to conduct a full, external search prior to nominating a non-tenured faculty member to a tenured rank. 
In those cases, the unit must submit a search report to the appropriate monitoring committee, 
accompanied by an Applicant Pool Report, a Special Status Applicants Report , and a Most Qualified 
Candidates Report. Otherwise, they do not need to obtain clearance before nominating junior faculty 
members for promotion to tenure. 
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4. Compensation 

The various Faculties have established salary ranges for each rank in their units. 4 It is the policy of 
the University to apply these ranges without discrimination against the protected group status of any 
appointee. The level of initial salary and rate of increment for a particular rank vary from Faculty to 
Faculty, but are governed within a particular unit by a common set of principles including time in 
rank, teaching and scholarly accomplishment, and professional reputation. 

Salaries are reviewed annually at budget time and any apparent discrepancies between salaries of 
appointees performing similar duties are brought to the attention of the appropriate dean or vice 
president for correction or explanation. 

5. Nonrenewal and Dismissal 

Written notice must be given to any full-time officer of instruction whose appointment is not to be 
renewed beyond its stated term. With the exceptions in the Health Sciences described below, this 
notice must be given (a) not later than March 1 of the first academic year of full-time service; (b) not 
later than December 15 of the second academic year of full-time service; and (c) at least twelve 
months before the expiration of an appointment after two or more years of full-time service. 

Officers of instruction in the Faculties of Medicine and of Dental and Oral Surgery who hold clinical 
titles or titles indicating an appointment in an affiliated hospital or institute are entitled to at least six 
months' written notice of nonrenewal after two years of full-time appointment, except when their 
termination results from the termination or modification of an affili ation agreement between the 
University and a hospital or institute or from the closing or curtailment of the operations of an 
affiliate! institution. Terms of Collective Bargaining Agreements, where applicable, take precedence 
over other stated terms in the event of conflict. 

The termination of an appointment with tenure or of a term appointment before the end of the 
specified term is subject to the conditions and procedures stated in detail in Sections 74 and 75 of the 
University Statutes, which are reprinted in Appendix 5. 



^Full-time officers of instruction, with the exception of those who are appointed for only one term, are paid in twelve equal 
monthly installments for service rendered over academic calendars of varying lengths. Outside of the Health Sciences, the 
University operates on a nine-month calendar, except for the Graduate School of Business, which is on an eight-month calendar. 
In the Faculties ofMedicine and ofDental and Oral Surgery, full-time officers of instruction are compensated for service during 
a twelve-month academic year, with the following exceptions: all faculty in the School of Public Health provide nine-months 
of service, while some in the School of Nursing and the Programs in Occupational and Physical Therapy are on a nine month 
academic calendar. Full-time officers of instruction appointed for only one term are normally paid in six monthly instalhnentg 
Part-time faculty are paid in equal installments during the period in which they are teaching. 
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6. Grievance Procedures 

Grievances against a school, a department, or the University administration, including those involving 
reappointment and promotion, may be taken by an officer of instruction to the University Senate 
Committee on Faculty Affairs, Academic Freedom and Tenure, as provided in Section 73 of the 
University Statutes, reprinted in Appendix 5. If a dispute regarding reappointment or promotion is 
not resolved at that level and if the Committee finds substantial grounds for believing that a violation 
of academic freedom or discrimination because of protected group status has occurred, it may provide 
for a formal hearing (as more fully described in Appendix 5). All officers of instruction may discuss 
individual discrimination complaints confidentially with the Assistant Provost, who will conduct an 
investigation and attempt to resolve the dispute. 

B. Officers of Research 

Officers of research are appointed full-time or part-time to engage in research conducted under the 
aegis and guidelines of the University. The various grades of research appointment are defined in 
Section 62 of the University Statutes, which forms Appendix 6 to this Plan. Further discussion of 
research officers and the procedures for their appointment and promotion is provided in the Provost's 
May 1985 Memorandum on Policies and Procedures Governing the Appointment of Officers of 
Research (hereafter "the May 1985 Memorandum") and in Chapter IV of the Faculty Handbook 
1987, which is reprinted as Appendix 7. Nominations to research positions originate with the dean, 
chair, or director of the unit in which the officer will serve and require the approval of the Provost 
and Dean of Faculties before being transmitted to the appropriate appointing authority. With the 
exception of student officers — Graduate Research Assistants and Departmental Research 
Assistants — who are appointed by the Secretary of the University, all officers of research are 
appointed by the President of the University. 

Officers of research are employed in a variety of ways, but they are always associated with a 
particular school, department, institute, or center. Appointments of officers of research are always 
made for specified terms of service in reference to the one or more research projects in which they 
are engaged. Senior Research Scientists/Scholars may be appointed for a term of up to five years. 
Other officers of research are appointed annually for a term of not more than twelve months which 
is renewable. While most research appointments are renewable. Postdoctoral Research 
Scientists/Scholars may not continue in that rank for more than three years, except with the special 
permission of the Provost and Dean of Faculties. Similarly, the Provost's permission is required to 
extend an appointment of a Postdoctoral Research or Clinical Fellow beyond the period of the 
program in which the Fellow is training. Generally, the Provost and Dean of Faculties permits 
extensions only to allow a postdoc to complete a training program or research project. 

1. Recruitment and Appointment 

Procedures used in appointing researchers require a special flexibility, made necessary by special 
conditions inherent in the research process. Researchers cannot be hired tinless funding for a project 
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is assured, yet such funding depends frequently on the ability to persuade the funding source that the 
appropriate research team can be assembled. Similarly, the recruitment of a particular professor or 
researcher may require that one or several of his or her associates be brought to the University as 
well, in that they form an established research unit. Thus, research appointments and projects are 
closely intertwined. Within these limitations and in keeping with its policy of hiring without 
discrimination against any protected group status member, the University tries to achieve in its overall 
research staff a proportion of women and minority group members consistent with their availability. 

All schools, departments, centers, and institutes that appoint research officers are required to have 
statements of standard search and evaluation procedures describing the procedures they follow in 
selecting these officers that are approved by the Provost’s Office and on file in that office. 5 
Statements from Health Sciences units conform with the guidelines set forth in the 1992 Health 
Sciences Memorandum. Statements from units outside the Health Sciences are now being updated 
to conform with the guidelines in the 1993 Memorandum. 

Each statement sets forth the Standard External Search Procedures by which the unit identifies and 
selects candidates for research appointments. Statements from Momingside units whose current 
postdocs (Postdoctoral Research Scientists/Scholars and Postdoctoral Research Fellows) regularly 
form a pool from which officers of instruction or research are chosen set forth two additional 
procedures: Standard External Search Procedures for the Initial Selection of Postdoctoral 
Appointees , describing the processes by which the unit's postdocs are initially identified and selected, 
and Standard Internal Search Procedures , describing the processes by which the unit selects, from 
among its current postdocs, individuals it seeks to appoint to positions as instructional or research 
officers. Momingside units setting forth these two procedures in their statements may appoint any 
of their postdocs to a position as a faculty member or research officer without conducting a full 
external search, if the candidate was initially selected in accordance with their Standard External 
Search Procedures for the Initial Selection of Postdocs and promoted according to their Standard 
Internal Search Procedures. 

The 1992 Health Sciences Memorandum permits Health Sciences units to promote postdocs 
(Postdoctoral Research Scientists/Scholars, Postdoctoral Research Fellows and Postdoctoral Clinical 
Fellows) to renewable faculty or research officer positions at the conclusion of their postdoctoral 
training period without a search if the postdocs were originally selected in accordance with the 
Standard External Search Procedures for the Initial Selection of Postdoctoral Appointees set forth 
in the unit's statement. It also allows clinical departments which select their house staff members in 
accordance with their statement's description of Affirmative Action Steps Taken in Connection with 
House Staff Selection to appoint members of the house staff to full-time, renewable faculty or 
research officer positions without a search at the conclusion of their house staff training. 

The search procedures in these statements provide for the careful and precise definition of all research 
openings and the even-handed review of all applications. They also provide for as wide a search for 



Statements from units which also appoint full-time officers of instruction include a description of their standard 
search and evaluation procedures for these positions as well. See Section 11(A)(1), above. 
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candidates as the circumstances of each particular research project allow, taking into account the 
duration of the project, the level of funding, and the availability of suitable candidates in the 
metropolitan area. Thus, they recognize that national advertisements in professional publications and 
public media may be appropriate for some positions, while for others advertising regionally may 
suffice. 

2. MonitorinfiLEmcess 

No initial offer of appointment as a full-time compensated officer of research may be tendered to 
persons outside the University without the prior permission of the Provost and Dean of Faculties. 
In addition, units may obtain clearance prior to the appointment of postdocs or house staff members, 
if they contemplate offering these persons positions as officers of instruction or research at the 
conclusion of their house staff or postdoctoral training. 

When seeking clearance to appoint someone from outside of the University, the unit ordinarily must 
submit a Search Report , a Summary Statistical Data Report , an Applicant Pool Report , a Special 
Status Applicants Report, and 3. Most Qualified Candidates Report to either the Faculty Affirmative 
Action Advisory Committee or the Health Sciences Affirmative Action Committee and obtain 
clearance by the Provost and Dean of Faculties before it can make the appointment. 6 

Certain types of appointments are excepted from the search requirement, but not the clearance 
requirement: 

® Appointments deriving from the transfer of a grant from another institution to Columbia or 
from the receipt of a grant for which the agency required that an appropriate research team 
be assembled in advance. 

0 Appointments of individuals who form part of an established research unit headed by a newly- 

appointed faculty member or research officer. 

0 Promotion of an outstanding member of the research support staff to a position as an officer 

of research. 

In addition, the late receipt of a grant or contract may require an "emergency” appointment for a 
limited period so that the work ran begin before the principal investigator has completed a foil search 
for the position. 

In these instances, the Search Report must be accompanied by an explanation of the specific 
circumstances which gave rise to the appointment and the specific steps by which the selection of the 
proposed nominee was made. 



6 



See Appendices 3 and 4 for copies of these forms. 
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Postdoctoral appointments are excepted from both the search and clearance requirements on the 
Momingside campus, unless positions in these ranks regularly form a pool from which the unit later 
chooses officers of instruction or research. 

Units at the Health Sciences are expected to file a Report for Postdoctoral Appointees with the 
Health Sciences Affirmative Action Committee prior to the appointment of all Postdoctoral Research 
Scientists/Scholars, Postdoctoral Research Fellows and Postdoctoral Clinical Fellows. If the 
appointment followed the unit's Standard External Search Procedures for the Initial Appointment 
of Postdoctoral Appointees , the Report for Postdoctoral Appointees is accompanied by the nominee's 
curriculum vitae and a Search Report , a Summary Statistical Data Report , an Applicant Pool Report , 
a Special Status Applicants Report, and a Most Qualified Candidates Report ? These forms are then 
reviewed by the Health Sciences Affirmative Action Committee. If the Committee clears the 
appointment, the postdoctoral appointee may be appointed to a full-time, renewable faculty or 
research officer position at the conclusion of the postdoctoral training without further search. 

Clinical Health Sciences departments which select their house staff members in accordance with their 
statement's description of Affirmative Action Steps Taken in Connection with House Staff Selection 
also file annual search reports documenting the house staff selection process. The Search Report for 
Categorical Residents presents the following statistical information: race and sex breakdowns of all 
applicants; data on the numbers and percentages of women and of Blacks and Hispanics on the rank 
list; and race and sex breakdowns of all persons who matched. The Rank Order Report provides the 
race and sex of all persons ranked by the department (identified only by their rank number) and 
indicates which of these persons matched. The A latch List Report provides, in alphabetical order, the 
name, sex and ethnicity of all persons on the match list. 8 All persons appearing on a Match List 
Report that was cleared by the Committee may be appointed to full-time, renewable faculty or 
research officer positions at the conclusion of their house staff training without further search. 

3. Promotion 

Each of the research ranks, as described in Appendix 6, has specific minimum professional 
qualifications associated with it, and a researcher's initial appointment at Columbia is governed by 
these guidelines. 

Promotions from Staff Associate to Senior Staff Associate are made without further search. They 
are based on years of experience, professional accomplishments, degree of independence, and level 
of responsibility. 

Promotion of Postdoctoral Research Scientists/Scholars to Associate Research Scientists/Scholars 
requires monitoring committee clearance and the approval of the Provost and Dean of Faculties. 
Health Sciences units requesting permission to appoint postdoctoral appointees or house staff 
members to full-time, renewable faculty or research officer positions at the conclusion of their training 



7 See Appendix 4 for copies of these forms. 
8 See Appendix 4 for copies of these forms. 
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without a search must submit the following to the Health Sciences Affirmative Action Committee: 
a Search Report for Officers of Instruction and Research indicating that the request is for an internal 
promotion based on prior affirmative action clearance; a Summary Statistical Data Report; and a 
copy of all documentation submitted to the Committee when the nominee was selected for his/her 
original position. 

Units outside of the Health Sciences may make these promotions without an external search if the 
persons to be promoted were originally selected in accordance with their units' Standard External 
Search Procedures for the Initial Selection of Postdoctoral Appointees, and they received clearance 
at that time. In requesting permission to promote in this instance, the unit must submit a Search 
Report indicating that the decision to promote was made in accordance with its Standard Internal 
Search Procedures and a Summary Statistical Data Report. If the person selected was one of several 
postdocs eligible for promotion, the unit must also submit an Applicant Pool Report , a Special Status 
Applicants Report, and a Most Qualified Candidates Report, which describe the pool of internal 
candidates from which the person to be promoted was selected. 

Other promotions within the officer of research ranks do not require prior clearance. 

Promotion from Associate Research Scientist/Scholar to Research Scientist/Scholar requires 
procedures comparable to a new appointment as a Research Scientist/Scholar or Senior Research 
Scientist/Scholar. These procedures are analogous to those leading to a request for an ad hoc review 
of a proposed faculty appointment with tenure. They have been developed by each unit in accordance 
with the May 1985 Memorandum and assure a thorough evaluation prior to the formal vote by which 
the candidate is recommended for appointment to the appropriate senior officer (dean, vice president, 
chair, or director). The senior officer's review involves seeking the opinion of an advisory body of 
faculty and/or officers of research and the solicitation of letters of evaluation from established 
scientists and scholars outside the University who are familiar with the nominee's work. 9 The final 
decision on whether or not to forward a nomination to the Provost and Dean of Faculties is made by 
the dean or vice president. The Provost and Dean of Faculties may seek additional evaluations if he 
deems it necessary. No offer of appointment as a Research Scientist/Scholar or Senior Research 
Scientist/Scholar may be made until the Provost and Dean of Faculties has given his approval. 

The procedures used in promoting Research Scientists/Scholars to Senior Research 
Scientists/Scholars are similar to those used by the various faculties in considering Associate 
Professors for promotion to the rank of Professor. 

4. Compensation 

Officers of research are paid in monthly installments during the period of their appointments. The 
Provost and Dean of Faculties annually issues guidelines which govern salary ranges and increases 
for each research rank throughout the University, with the exception of the Faculties of Medicine and 



*The second review is conducted by the Provost and Dean of Faculties for candidates in some of the smaller 
professional schools and centers. 
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of Dental and Oral Surgery, for which the Vice President for Health Sciences and Dean of the Faculty 
of Medicine issues separate guidelines. Within these guidelines, the various centers develop their own 
procedures for setting the salaries in each research rank, and it is the policy of the University to apply 
these procedures without discrimination against the protected group status of any individual holding 
an appointment as an officer of research. Initial salaries vary according to the experience, skills, and 
accomplishments of the officers, and reflect as well the pattern of compensation in the discipline in 
which they are working. Research officers' salaries are reviewed once a year, and increases are given 
in accordance with policies established by the faculty or division in which they are giving service. 
Research salaries on the Momingside Heights campus are reviewed by the Office of the Provost and 
Dean of Faculties; in the Health Sciences they are monitored by the Health Sciences Qualifications 
and Salary Review Committee and the Office of the Vice President for Health Sciences and Dean of 
the Faculty of Medicine. 

No appointment as a compensated officer of research is made without the reasonable expectation of 
funding for the length of the stated term. However, since funding of a research project is dependent 
upon the receipt of a grant, a research appointment carries no obligation on the part of the University 
to guarantee the assigned salary, with the following exception: a unit wishing to make an 
appointment as a Senior Research Scientist/Scholar for more than twelve months must submit with 
the nomination a guarantee of the salary for the entire period. The salaries of Senior Research 
Scientists/Scholars who are appointed for twelve months or less are subject to available funding in 
the manner of other officers of research. 



5. Termination and Nonrenewal 

Officers of research receive a letter from the Secretary of the University which specifies the stated 
term of their appointments. No appointment as an officer of research may be involuntarily terminated 
before the end of that stated term, except for cause. Dismissal for cause is governed by the 
termination procedures set forth in the Faculty Handbook 1987. Officers of research are not entitled 
to written notice when their appointments will not be renewed beyond the stated term contained in 
the Secretary's letter. 

Since the appointment of a research officer depends on the availability of research funds, renewals 
are contingent upon the continuation of the project in which the researcher is engaged or the 
commencement of a new project for which he or she is suited. For those researchers whose abilities 
are established, however, continuity of employment is not normally a problem, and institute directors, 
principal investigators, and those otherwise charged with the direction of the University's research 
activities make every effort to assure continuing research opportunities. 

In the event that a research project unexpectedly loses funding and there is an interruption in salary, 
an officer of research is placed on a leave for lapse of funding until the end of the stated term of 
appointment or until funding is resumed, whichever occurs first. During a leave for lapse of funding, 
an officer may continue to receive certain insured benefits, as described in the Faculty Handbook 
1987. 
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Officers of research with less than five years of continuous, full-time, non-instructional service are 
not entitled to a layoff allowance if their salaries are unexpectedly suspended due to a loss of funding. 
Officers with more than five years of such service receive an allowance according to the policies 
stated in the Faculty Handbook 1987. 

6. Grievance Procedures 

Officers of research are covered by grievance procedures described on page 71 of the Faculty 
Handbook 1987, which is reprinted in Appendix 7, pages A7 - 9 of this Plan. They also may discuss 
individual discrimination complaints confidentially with the Assistant Provost, who will upon request 
conduct an investigation and attempt to resolve the dispute. 



C. Officers of the Libraries 

Officers of the libraries are librarians appointed for full-time or part-time service by the Trustees or 
the President on the nomination of the Vice President for Information Services and University 
Librarian, with the exception of those in the Health Sciences who are nominated by the Assistant Vice 
President and Associate Dean for Scholarly Resources. The designation "librarian'' applies only to 
a person professionally qualified to assemble appropriate collections of library materials, develop and 
maintain library services, and further the use of library and information resources for instruction and 
scholarship. 

Librarians at Columbia are in some ways like instructional officers, in others like administrative 
personnel. They are expected to continue study and research in their field and to advance themselves 
professionally, while assuming, in many instances, increasing administrative and supervisory 
responsibility. Officers of the libraries thus hold both a professional rank and a position assignment, 
and they are hired and promoted in terms of each. The classification systems for both the professional 
ranks and position categories are described in Appendix 8 to this Plan. 

1. Recruitment and Appointment 

The Columbia Libraries recruit personnel from both inside and outside the University for vacant 
positions at all levels. The form the recruitment effort takes depends on the level of expertise and 
experience deemed necessary to meet the responsibilities of a position. 

The Assistant Vice President for Human Resources of the University Libraries reviews each position 
vacancy before it is advertised to make sure that the description of the job duties is precise and 
complete and that the requirements of subject expertise, language skills, and experience are 
appropriate. 

Positions are advertised widely through such media as the Chronicle far Higher Education , American 
Libraries, and College and Research Library News. Additionally, placement offices of various 
accredited library schools, primarily on the Eastern seaboard, are routinely contacted. For senior 
positions, peer members in the Association of Research Libraries are also asked to recommend 
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candidates. Notices of all vacancies are posted throughout the Columbia Libraries system to 
determine if there are members of the staff who are themselves interested in and qualified for a 
position or who can recommend a candidate for consideration. 

All applications for a position receive consideration by staff members of the Libraries, and after all 
applicants are screened, the more promising candidates are invited for personal interviews. Final 
selection is made by the Vice President for Information Services and University Librarian, with the 
exception of those in the Health Sciences where it is made by the Assistant Vice President and 
Associate Dean for Scholarly Resources. 

2. Monitoring Process 

No initial offer of appointment as a full-time officer of the libraries may be tendered without prior 
affirmative action clearance by the Provost and Dean of Faculties. In requesting such clearance, the 
Vice President for Information Services and University Librarian 10 must submit to the Faculty 
Affirmative Action Advisory Committee the same materials as those required for instructional or 
research appointments. The Committee's review is similar to that conducted for faculty and research 
appointments, and the Provost and Dean of Faculties generally bases his affirmative action clearance 
on the Committee's recommendation. 

3. Promotion 

Because each officer of the libraries holds both a professional rank and a position assignment, 
possibilities for promotion are twofold: advancement in rank and elevation to a position of increased 
responsibility. 

Theoretically, a librarian of lowest professional rank could be appointed to a position in any category, 
but generally the two systems of promotion, though distinct, are commensurate. 

The general criteria for promotion in rank are quality of performance in the area of the candidate's 
responsibility, the quality of service on library committees and task forces, library instructional 
activities, professional activities outside the libraries, research and academic achievement, and 
participation in University affairs. While the quality of job performance is the most important 
consideration in any advancement in rank, an individual must achieve high distinction over a long 
period of time, not only at Columbia, but also in the profession generally for promotion to the highest 
rank of Librarian IV. 

For all promotions in rank, a committee of five members of the professional staff — the Professional 
Review Committee — reviews materials prepared by the candidate and his or her supervisor and other 
documentation obtained by the Committee and makes recommendations to the Vice President for 
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Clearance to appoint librarians at the Health Sciences is requested by die Assistant Vice President and Associate 
Dean for Scholarly Resources. 
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Information Services and University Librarian. 11 Any individual wishing to appeal a decision 
regarding a promotion in rank may invoke grievance procedures set forth in Appendix 9 to this Plan. 

For promotion to a position having a greater degree of responsibility, an individual may compete for 
any vacant position in the library system. Internal candidates for library openings are not preferred 
to candidates from outside the University, and to secure a promotion of this kind, a current officer 
must prevail in the competition. As noted above, descriptions of all library vacancies and the 
qualifications required to fill them are posted regularly throughout the library system, and any 
individual who feels that he or she is suited for such a position may apply for it by contacting the 
Assistant Vice President for Human Resources. Promotions of this kind are subject to the same 
affirmative action review procedures described above for new hires. 

4. Compensation 

The system of salary remuneration for officers of the libraries takes into account both the nature of 
the duties performed and the quality of professional performance. Salary ranges have been 
established for the various combinations of rank and position category and are implemented in the 
libraries without discrimination against the protected group status of any individual. In each case the 
rank, position and professional performance of the individual determine salary. 

5. Release and Termination 

An officer of the libraries may be terminated either because of inadequate performance or because 
the officer's position is being eliminated. 

When a termination results from financial exigency or the discontinuance or curtailment of an activity, 
every effort is made to relocate the individual within the library system. Should no other suitable 
position be available, up to six months’ advance written norice of termination is given to the 
individual, depending upon the length of appointment. An individual who receives less is entitled to 
a severance allowance equal to one month of salary for each month of notice that was not received. 

Whenever an appointment is terminated for inadequate performance, termination is preceded by a 
written explanation to the employee. The individual may contest such action by requesting a hearing 
before a committee, and the Vice President for Information Services and University Librarian 12 gives 
full consideration to the findings and recommendations of the committee in reaching a final decision. 

Individuals not promoted in rank to Librarian II after a maximum of three years in service are not 
reappointed. 



^Recommendations regarding promotion of librarians at the Health Sciences are made to the Assistant Vice President 
and Associate Dean for Scholarly Resources. 

12 Committees addressing terminations of librarians at the Health Sciences address their findings and 
recommendations to the Assistant Vice President and Associate Dean for Scholarly Resources. 
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6. Grievance Procedures 

Officers of the libraries may seek redress of grievances through procedures set forth in Appendix 9 
to this Plan. Officers of the libraries may discuss individual discrimination complaints confidentially 
with the Assistant Provost, who will upon request conduct an investigation and attempt to resolve 
the dispute. 



B. Officers of Administration and Members of the Supporting Staff 

The administrative staff at Columbia comprises all officers of administration (including the President 
of the University, the vice presidents and the deans) and a supporting staff of technical, 
paraprofessional, clerical, secretarial, maintenance and service personnel. 

1. lobXIlassificatmn_System 

The University's job classification systems for its administrative officers and support staff groups 
positions are based on their duties and the qualifications required to fill them. Excepted from the 
grading system are certain high level executive positions. These systems are also used as a means of 
standardizing job descriptions, applicant qualifications and salary ranges for each job grade in the 
system. New administrative or supporting staff positions are specifically classified. The classification 
systems thus provide the information for the job listings and posting procedures described below and 
are essential to the objective establishment and review of salaries. 

Any employee who considers the grade assigned to his or her position to be inappropriate may appeal 
its classification. The appeal is directed informally to the employee's departmental administrative head 
and then, in a written document, to the Compensation Department or Health Sciences Human 
Resources Office. If the job is not reclassified after this review and the position is covered under a 
union contract, further appeal is subject to the terms and conditions contained in the appropriate labor 
agreement. Employees who do not belong to a union may appeal to the Vice President for Human 
Resources or the Assistant Vice President-Human Resources at the Health Sciences who will appoint 
a Classification Appeal Committee, consisting of three individuals from academic and administrative 
departments other than Human Resources, to hear the complaint. The Committee makes its 
recommendation to the Vice President for Human Resources or the Assistant Vice President-Human 
Resources, who will make the final decision on the appeal. 

2. Recruitment 

Columbia has instituted recruitment strategies and procedures for administrative personnel which vary 
according to the level of the position and the utilization of women or minorities: 

Standard Recruitment. The University's job listing and posting procedure are designed to 
ensure that women and minorities are made aware of, and apply for, appropriate openings. 
All administrative and support staff vacancies must be listed with the Office of Employment 
or the Health Sciences Human Resources Office, depending upon where they are located, and. 
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with certain limited exceptions noted below, are included in the Job Opportunities Listings, 
a weekly recruitment flyer prepared by Employment. The Listings, which include position 
title, job description, grade, minimum qualification requirements and salary information, are 
sent by Employment to central University locations for posting for at least five working days, 
They are also forwarded to employment referral sources outside the University which have 
the capability to find qualified applicants. 13 During the five-day posting period, no offer of 
employment may be extended, although applicants may be screened and evaluated. 

The posting policy also extends to openings for ungraded positions. Excepted from the 
posting requirement are certain non-sal aried, casual and acting positions, certain reclassified 
jobs, certain positions connected with research grants, and certain positions for which there 
is a strong internal candidate, 14 when authorized by Employment. 15 

Intensive Recruitment: 16 Whenever an officer of administration or support staff job group is 
identified as a "problem area" in Part VI(F) of this Plan because of an underutilization of 
women or minority incumbents, an action-oriented program is established, as described in Part 
VI (H), mandating special recruitment efforts whenever vacancies occur. These efforts are 
referred to as "Intensive Recruitment." 

The regular posting requirement of five days is extended to a minimum of twenty days in 
order to ensure an adequate search and recruitment effort for the position. Exceptions are 
permitted when 1) the person selected belongs to the group for which intensified recruitment 
is required or 2) the selection is required by union agreement. In those cases, the posting 
period may be as short as five days. Otherwise, exceptions must be authorized by the senior 
administrator to which the hiring unit reports. 

Intensive Recruitment usually includes seeking referrals and recommendations of applicants 
through informal contacts within and outside the University and may include searches of 
professional files or college placement registries. Lists of current openings are sent to 
appropriate outside sources; advertisements may be placed in newspapers, professional 
journals or special interest publications, including those of minority and women's groups; and 
employment agencies, search firms and other specialized employment services are mobilized 
as needed. 



13 These sources, listed in Appendix 1 1, are also contacted on a regular basis to encourage job referrals. 

14 An Internal Posting Procedure is available under some circumstances to departments which would like to offer a 
vacant position to one of their current permanent employees. See Appendix 10, Procedures for Recruitment, Affirmative 
Action and Selection for Administrative and Support Staff . This document is hereinafter referred to as "Procedures.’ 

ls This function also is performed in the Health Sciences by the Office of the Assistant Vice President-Human 
Resources. Henceforth in this report. Employment will also refer to that office. 

16 A detailed description of this process is found in Procedures, pages A10-7 and A10-8, below. 
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Recruitment of senior administrators-. The University introduced new initiatives in 1993 to 
identify minority applicants for administrative vacancies at Grades 14 or above. They include 
the following: 

Minority Search Plans: Those responsible for conducting the searches are required 
to discuss their plans for identifying minority candidates with the Vice President for 
Human Resources, the Director of Employment, or the Assistant Vice President- 
Human Resources at the Health Sciences before they begin any recruitment efforts. 
If a national search is planned, a written "minority search plan" is then developed, 
outlining specific efforts to identify qualified minorities around the country who might 
be appropriate candidates. Outside search firms are also required to meet with one 
of these officers to discuss procedures and fees. No positions at Grade 14 or above 
are posted until these discussions have taken place. 

Extended posting: Departments are required to hold these positions open for 45 days 
from the date of posting unless the person selected is a minority. 



3. Hiring 

Interviewing and Referral Process : Most applicants for employment, transfer or promotion 
to administrative or supporting staff positions receive a screening interview by Employment. 
All . qualified women or minority applicants for positions where Intensive Recruitment is 
required are referred to the hiring unit for interviews. For officer positions, the applicant also 
submits a resume which is reviewed by Employment and discussed with the hiring unit if 
appropriate. Applicants are generally referred to the hiring unit if they appear to meet the 
requirements for the job opening, although in some cases referrals may be based on additional 
job-related criteria specified by the hiring unit. A representative of each hiring unit is 
encouraged to meet with Employment to discuss resumes during or immediately following 
the posting period and to review on a continuing basis the unit's employment needs, its 
composition by sex and ethnicity and whether intensified affirmative action recruitment efforts 
might be appropriate. Besides encouraging such meetings. Human Resources prepares and 
distributes employment procedure handbooks and conducts employment workshops for 
newly-appointed department administrators and supervisors. 

Application Forms-. Columbia has developed standardized Application for Employment and 
Application for Transfer forms which are used throughout the University. Both forms are 
attached hereto as Appendix 12. They include only questions sanctioned by Government 
equal opportunity and affirmative action regulations and attempt to avoid any questions which 
may be inadvertently discriminatory. 

Employment Testing-. Each hiring unit which wishes to use a test to evaluate applicants for 
a particular job must submit a test proposal to Employment 17 which, along with the Assistant 



17 . 



This function is performed in the Health Sciences 



by the Office of the Assistant Vice President-Human Resources. 
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Provost, ascertains whether the test meets the Uniform Guidelines on Employee Selection 
Procedures. Only tests approved by Employment may be used. Employment itself 
administers a standardized typing test for positions which require this skill. 

4. Monitoring Process 

Employment and the Health Sciences Human Resources Office'. In view of their central role 
in filling administrative positions, these offices exercise overall responsibility for assuring that 
women and minority group members are identified and considered fairly for openings as 
officers of administration and supporting staff. They discharge their responsibility for 
ensuring non-discriminatory hiring through, in part, the use of applicant flow data and the 
Records/Information System described below in Sections m(A) and IQ(B) of this Plan. 

These offices also have specific responsibility for monitoring recruitment and hiring among 
the supporting staff. No offer of employment is made for a supporting staff position without 
their prior review of the hiring unit's compliance with established affirmative action guidelines 
and procedures. 

The Provost and Dean of Faculties and the Executive Vice President for Administration : 
Search reports for very senior administrative positions, including deanships and vice 
presidencies, are reviewed by the Provost and Dean of Faculties (if the position is as an 
academic administrator) or by the Executive Vice President for Administration (in the case 
of non-academic appointments). These reports include a narrative discussion of outreach 
efforts and results including, if the individual selected is not a minority, the reasons why each 
of the top minority applicants was not selected. 

Vice President for Human Resources. No offer of appointment as an officer of administration 
may be made without the prior approval of the Vice President for Human Resources. For 
proposed appointments which have gone before the Administrative Monitoring Committee, 
the Vice President relies heavily on the judgment of that committee, which recommends that 
clearance be granted or denied after reviewing detailed documentation from the hiring unit. 

Administrative Monitoring Committee : The Administrative Monitoring Committee is 
appointed by the Vice President for Human Resources. Its members consist of officers of 
administration from departments throughout the University and include women and 
minorities. The Director of Employment and the Assistant Provost serve as ex officio 
members. Two designees from Local 2110, United Auto Workers also participate in the 
Committee's reviews of searches for positions in the bargaining unit at Grades 7, 8, and 9. 

The primary function of the Committee is to review materials submitted by hiring units in 
support of their requests for affirmative action clearance and to recommend an appropriate 
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response. 18 When documentation is unclear, the Committee may seek additional information 
from the hiring unit. In considering clearance requests, the Committee does not judge the 
qualifications of any applicant, but is concerned solely with ensuring that all affirmative action 
procedures have been followed, that the department's selectee has met at least the minimum 
requirements for the position, and that substantive reasons have been given for rejecting all 
minimally qualified "special status" applicants. 

Senior University Administrators'. Prior to filling any officer of administration or supporting 
staff position for which a hiring goal has been set, the hiring unit must complete a "New Hire 
Report" form (Appendix 13) and forward it to the appropriate senior administrative officer. 
The form provides information on recruitment activities and a numerical analysis of the race 
and sex, as identifiable of all applicants. If the person whom the department wishes to select 
is not a woman (if the hiring goal is for women) or a minority (if it is a minority hiring goal), 
the department must also briefly describe the reasons why each female or minority applicant 
was not chosen. 

5. Promotion 

The University encourages its employees to seek opportunities for promotion and bases its 
promotions on qualifications and performance. The upward movement of administrative and 
supporting staff personnel at Columbia is accomplished, in accordance with guidelines set forth in the 
Personnel Policy Manual and in union contracts, through two promotional routes, transfer and in- 
place development. 

Transfer. In filling open positions, the University gives first consideration to recently laid-off 
employees and to current employees who meet the stated requirements of a job posting and 
who have completed at least six months of satisfactory employment in their present positions. 
Employment coordinates transfers and promotions by keeping an internal transfer candidate 
file and by working closely with various department representatives who help select or 
recommend individuals for promotion. Informal career review and counseling by members 
of Employment are used to assist employees in developing goals and potentials. 

In-Place Development. In-place promotion takes place when an employee grows in response 
to the demands of a job. Employees who believe re-evaluation of their job classifications are 
merited are encouraged to consult with their supervisor to arrange thorough reviews of their 
duties by Compensation. 



>8 Documentation submitted to the Committee includes a Position/Applicant Report Form, a Most Qualified 
■Applicants Report, and a Special Status Applicants Report as well as copies of resumes, postings, and advertisements. 
See Procedures, pages A10-9 through A10-I 1 and A10-48 through A10-50, below. 
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IV. Support of Programs Designed to Improve the Employment Opportunities of 
Minorities and Women 

Both the University's Office of Community Affairs and the several schools and divisions of the 
University support programs aimed at enhancing the employment opportunities of minorities and 
women. These include not only programs directly related to employment, but also educational 
programs, the result of which will be enhanced job possibilities. Examples include: 

• Project Double Discovery, which provides support services for high school students from the 
surrounding communities with demonstrated academic potential. It seeks to assist these 
students in improving their level of achievement in public school, in increasing their likelihood 
of graduating from high school and of being accepted to college, and in expanding their 
employment opportunities. 

• Specially-earmarked financial aid or monetary prizes in most of the schools and divisions. 

• Support through faculty participation in several programs for disadvantaged New York City 
public school children. These include programs which provide an awareness of the 
employment possibilities in engineering, science, and medicine, and programs providing 
special classes in mathematics and science. 

• Provirion of access to University facilities for various community agencies, organizations and 
groups for job fairs and vocational seminars. 

• Provirion of employment opportunities for high school students during summer months within 
the various University offices. 

• Identification of students and faculty members with particular skills and expertise to work 
with various community groups in developing programs that enhance employment and 
educational training of minorities. 
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V. Plan Revision and Development of annual analyses. Goals, and Action- 
Oriented Programs 

Each year the Assistant Provost prepares new analyses and establishes new goals and action-oriented 
programs (presented in Chapter VI of this Plan ) based on October 1 employee profiles and reports 
on work force changes during the previous twelve months. The Assistant Provost also reviews the 
narrative portions of the Plan and the data provided in the Appendices. The annual Plan Update, 
consisting of an updated Chapter VI and such changes as are necessary to Chapters I though V and 
the appendices (updating, for example, the Plan's descriptions of the methodologies or sources used 
in estimating availability or its descriptions of the University's administrative structure, policies, or 
procedures) are distributed to all offices maintaining copies of the Plan. 
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VL Annual Analyses, Goals, and Action-Oriented Programs 
A Work Force Analysis 

The University prepares an annual analysis of its work force entitled "Work Force Profile.” This 
document provides information by department on all Columbia employees, ranking them from lowest 
to highest paid within each EEO-6/IPEDS Primary Occupational Activity category. Information on 
each employee includes work location, job group, census code (where applicable), grade or rank, 
tenure status (where applicable), type of appointment (where applicable), salary code, sex, and 
minority status. Reports are made for full-time persons in officer and supporting staff categories. 

A copy of A ffir m a tive Action Plan is kept in the Office of the Assistant Provost. The workforce 
profile and all other statistical data may be reviewed upon request from representatives of authorized 
governmental agencies. 

Table PI is a grand total profile of all full-time University employees. Table P2 is a profile of all full- 
time Momingside campus employees. Table P3 is a profile of all Health Science campus full-time 
employees. 
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B. Employment Profiles 

1. Officers of Instruction 

There are currently 68 functioning departments of instruction at Columbia, ten of 
which — Architecture, Planning and Preservation; the Arts; Business; Dental and Oral Surgery; 
International and Public Affairs; Journalism; Law; Nursing; Public Health; and Social Work — are also 
faculties or schools of the University. A 69th unit is formed by the American Language Program, 
which is independently staffed and concerned solely with providing non-credit English language 
instruction for foreign students; it is administered by the Division of Special Programs of the Arts and 
Sciences. 

For purposes of this Affirmative Action Plan, the University has grouped these 69 units into 16 
reporting units. Each reporting unit is either a department representing an individual discipline or a 
combination of departments having similar disciplines. 

The various departments are listed below, with each affirmative action reporting unit shown in italics: 

Arts and Sciences Departments 

Humanities Departments 

Art History and Archaeology 
Classics 

East Asian Languages and Cultures 
English and Comparative Literature 
French and Romance Philology 
Germanic Languages 
Italian 

Middle East and Asian Languages and Cultures 

Music 

Philosophy 

Religion 

Slavic Languages 
Spanish and Portuguese 

Social Sciences Departments 
Anthropology 
Economics 
History 

Political Science 

Psychology 

Sociology 

International and Public Affairs 
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Natural Sciences Departments 
Astronomy 
Biological Sciences 
Chemistry 
Geological Sciences 
Mathematics 
Physics 
Statistics 

School of the Arts 
Professional Departments 

Graduate School of Architecture, Planning and Preservation 

Graduate School of Business 

School of Engineering and Applied Science 
Applied Physics 

Chemical Engineering, Materials Science and Mining Engineering 
Civil Engineering and Engineering Mechanics 
Computer Science 
Electrical Engineering 

Industrial Engineering and Operations Research 
Mechanical Engineering 

School of Journalism 

School of Law 

School of Social Work 



Undergraduate Departments 
American Language Program 
Physical Education and Intercollegiate Athletics 



Health Sciences Departments 

Basic Health Sciences Departments 
Anatomy and Cell Biology 
Biochemistry and Molecular Biophysics 
Genetics and Development 
Microbiology 
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Pathology 

Pharmacology 

Physiology and Cellular Biophysics 

Clinical Health Sciences Departments 
Anesthesiology 
Dermatology 
Medical Informatics 
Medicine 

Neurological Surgery 
Neurology 

Obstetrics and Gynecology 
Ophthalmology 
Orthopedic Surgery 

Otolaryngology/ Head and Neck Surgery 
Pediatrics 

Radiation Oncology 
Radiology 

Rehabilitation Medicine 

Surgery 

Urology 

School of Dental and Oral Surgery 
School of Nursing 
School of Public Health 
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G. Establishment of Goals 

Nine job groups were identified as requiring hiring goals due to their underutilization of women or 
minorities. The table below identifies the goals for each of these job groups. 

Table GS-1: 1995=96 Annual Hiring Goals 



Job Groups/Categories 


Target Group 
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1. Officer of In struction Goals 

These are annual goals, covering 1996-97 hires and promotions into the senior faculty ranks in the 
Humanities and the Basic Health Sciences. 

The Percentage Goal for the appointment of women as professors and associate professors in the 
Humanities is based upon their availability pool percentage for this job group in the October 1 , 1993 
utilization analysis. The Percentage Goal for minorities to appointments as professors or associate 
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professors in the Basic Health Sciences has been derived from their availability pool percentage for 
this job group in the October 1, 1995 utilization analysis. 

2. Officers of Research Goals 

Annual goals were established for women in the Social Sciences in both Research Scientists/Scholars 
and Other Professional Research Officers categories. The percentage goals are based on availability 
pool percentage for the largest groups. 

3. Qfficenof Administration and Support Staff Goals 

As indicated in Table GS-1, these are annual goals. Percentage Goals are the availability pool 
percentages for the Target Group, as shown in the October 1, 1994 utilization analysis. 

H. Establishment of Action-Oriented Programs 

I. Action-Oriented Programs Addresse d to Potential Problem Areas 

Professors and associate professors in the Humanities. The Vice President for Arts and 
Sciences and Dean of the Faculty of Arts and Sciences will send a memorandum to the 
department chairs in the Humanities explaining our findings and alerting them to the 
continuation of a three-year hiring goal for women at the professor and associate professor 
level. It also will ask that special efforts be made to locate qualified women for future 
vacancies, that any who do apply receive careful consideration and that requests for clearance 
to appoint new faculty include detailed explanations for the rejection of each unsuccessful 
female applicant. A copy of this memorandum will be sent to the chair of the Faculty 
Affirmative Action Advisory Committee. 

Professors and associate professors in the Basic Health Sciences. The Vice President for 
Health Sciences and Dean of the Faculty of Medicine will send a memorandum to the 
department chairs in the Basic Health Sciences which will (a) alert them to the 
underutilization of minorities in this job group, (b) describe our hiring goal and ask them to 
make special efforts to assure that the goal is met, including a statement in all advertisements 
of our particular interest in minority candidates, and (c) ask that all requests for clearance to 
appoint new senior faculty include detailed explanations for the rejection of each unsuccessful 
minority candidate. A copy of this memorandum will be sent to the chair of the Health 
Sciences Affirmative Action Committee. 

Other full-time faculty in the School of Nursing. The Vice President for Health Sciences and 
Dean of the Faculty of Medicine will send a memorandum to the Dean of the School of 
Nursing explaining why the lack of minorities among junior faculty, while statistically 
expected, is nonetheless a cause for concern. The memorandum will ask that special efforts 
be made to locate qualified minorities for future vacancies, that those who do apply receive 
careful consideration and that requests for clearance to appoint new junior faculty include 
detailed explanations for the rejection of each unsuccessful minority. A copy of this 
memorandum will be sent to the chair of the Health Sciences Affirmative Action Committee. 

Research Scientists/Scholars and other Professional Research Officers in the Basic Health 
Sciences. The Vice President for Health Sciences and Dean of the Faculty of Medicine will 
send a memorandum to department chairs and institute and center directors hiring officers of 
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research in the Basic Health Sciences. The memorandum will address the underutilization of 
women. The memorandum will also explain why the continuing lack of minorities among 
research scientists/scholars in their units, while statistically expected, is nonetheless a cause 
for concern. It also will ask for a continuation of special efforts to locate qualified minorities 
for research scientist/scholar vacancies, that those who do apply receive careful consideration, 
and that all requests for clearance to appoint new researchers at these ranks continue to 
include detailed explanations for the rejection of each unsuccessful minority applicant. A 
copy of this memorandum will be sent to the chair of the Health Sciences Affirmative Action 
Committee. 

Mommgside Officer of Administration educational administrators and other managers and 
administrators; Mommgside Supporting Staff Secretarial/Clerical general office supervisors 
and library clerks Applicant flow in these job groups will be monitored during the 1995-96 
affirmative action year. If minority selections continue to occur at a lower than expected rate, 
further actions will be taken. 

Officer of administration editors, reporters and public relations specialists at Momingside; 
Mommgside officer of administration guards and supervisors and supporting staff 
Service/Maintenance building and cleaning workers and Technical/Paraprofessional 
computer and peripheral equipment operators; Health Sciences supporting staff Skilled 
Crafts other mechanics and repairers and Service/Maintenance animal caretakers. The 
Office of Equal Opportunity and Affirmative Action will be contacted whenever there is a 
vacancy in one of these job groups. That office will then remind the hiring unit that the 
position must be filled in accordance with the rules governing Intensive Recruitment of 
women and that a New Hire Report must be signed by the senior administrator to whom the 
unit reports before the preferred candidate can be officially hired. 

Officer of administration administrative support occupations supervisors at Momingside; 
other managers and administrators in departments reporting to the Provost and Dean of 
Faculties; supporting staff Secretarial/Clerical general office supervisors and library clerks 
in departments reporting to the Provost and Dean of Faculties The Office of Equal 
Opportunity and Affirmative Action will be contacted whenever there is a vacancy in one of 
these job groups. That office will then remind the hiring unit that the position must be filled 
in accordance with the rules governing Intensive Recruitment of minorities and that a New 
Hire Report must be signed by the senior administrator to whom the unit reports before the 
preferred candidate can be officially hired. 

Supporting staff Secretarial/Clerical mail clerks and messengers at Administrative 
Information Services. AIS will contact agencies specializing in the placement of women in 
non-traditional jobs whenever they have a vacant messenger position. 



2. General Action-Oriented Programs 

We will continue monitoring the administration of two employment and promotion tests in conformity 
with the Uniform Guidelines on Employee Selection Procedures. 
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APPENDIX A 

INSTRUCTIONS FOR PREPARING THE STATEMENT OF 
STANDARD SEARCH AND EVALUATION PROCEDURES 



Each department, school, institute and center and the University Libraries must have 
on file in die Office of the Provost an approved Statement of Standard Search and Evaluation 
Procedures. A statement may contain up to three parts, depending on the type of searches the 
unit conducts. 

Each statement must contain the Standard External Procedures for each rank to which 
the unit normally makes full-time, compensated appointments. These must ensure a wide 
solicitation of candidates and a thorough examination of their comparative qualifications. 

This portion of the statement should describe die standard procedures for selecting the 
following categories of officers: 

L Officers of Instruction 

A. Tenured Faculty 

B. Nontenured Faculty 

C. Visiting Faculty (where appropriate) 

II. Officers of Research 

A. Professional officers of research (senior research scientist/scholar, research 
scientist/scholar, associate research scientist/scholar, including those with 
modified tides) 

B. Staff officers of research (senior staff associate and staff associate) 
m. Officers of the Libraries 

If the procedures for appointments to various ranks within each category listed above differ, 
they must be described separately. If one set of procedures apply to more than one category, 
this may be noted in lieu of restating diem. 

A department whose postdoctoral research scientists/scholars and postdoctoral research 
fellows routinely form a pool from which candidates are selected for appointment to 
instructional and higher research ranks must set forth its Standard External Search Procedures 
for the Initial Selection of Postdocs . (Those units whose postdocs remain at the University 
for a limited term solely for the purpose of receiving postdoctoral training need not describe 
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their selection process.) 

A unit that selects its postdocs through the standard procedures described above must 
describe its Standard Internal Procedures for choosing those that they wish to promote to 
instructional or higher research ranks. These procedures may take the place of a full external 
search. 

The descriptions of these procedures should include die following information: 

How die need for a position is determined and how the position is defined; 

For standard external searches, how a vacancy is made known to die professional 
world, listing the specific journals, registries, and other means that are regularly 
used for advertising and for seeking women and minority candidates; 

° For internal searches, how the pool of candidates is identified and how the vacancy 
is made known to diem; 

® The criteria used for evaluating candidates; 

° The bodies (executive committee, appointments committee, special search 

committee) which screen the applicants, choose candidates for interviews, and 
make the final selection, and the processes by which each of these steps is taken. 

If the timing of the search is keyed to external cycles of activities, such as meetings of 
professional societies or the selection procedures of a competition, these cycles should be 
noted. 
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APPENDIX B 

INSTRUCTIONS FOR COMPLETING THE AFFIRMATIVE ACTION 
FORMS FOR CLEARANCES 



Form I: SEARCH REPORT FOR OFFICERS OF INSTRUCTION AND RESEARCH 

1. This form must be included as part of every clearance request. You may enter as many as 
five candidates for whom you are seeking clearance on one copy of die form, provided 
that they have all been recruited through a single search. 

2. For each nominee, state his or her name, proposed tide and anticipated stating date. If 
you want to make an appointment for a limited period due to circumstances that preclude 
a full search, indicate the anticipated end date. 

3. Indicate whether the search conforms to one of your standard procedures, as described in 
your Statement of Standard Search and Evaluation Procedures, or if it is a variance from 
those procedures. 

4. The form must be signed by the dean, director or chairman, or an authorized 
representative. Clearances from the School of Engineering and Applied Science also 
require the signature of the representative of the dean while clearances from the Arts and 
Sciences must be signed by die representative of the vice president 

Form P: SUMMARY STATISTICAL DATA 

1. This form must be included as part of every clearance request, even when the proposed 
nominee was the only candidate you considered for appointment 

2. In section L indicate the number of applicants by gender and ethnic category. Please note 
that we no longer use a special designation for applicants of uncertain ethnicity. If 
applicants have not volunteered information on their ethnicity and you cannot infer it from 
their applications, you should count them as non-minorities. 

3. In section II, provide aggregate data on the total number of most qualified candidates and 
on the number who are women and minorities. 

4. Section m calls for information on the nominee(s). Indicate the total number of 
candidates for whom you are seeking clearance and the number who are women, 
minorities, persons with disabilities, Vietnam Era veterans and special disabled veterans. 
Definitions of these "special status" categories are included in Appendix C of this 
document. For candidates who are minorities, also include the appropriate ethnic codes. 
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Form HI: APPLICANT POOL REPORT 



1. This form should be used if more than one applicant was considered for die appointment. 

2. List in alphabetical order everyone who applied for the appointment or was approached 
about his or her availability, including the most qualified candidates and the nominee(s). 

3. For each applicant, show the current institutional affiliation, source of referral (e.g., 
whether he or she responded to an advertisement, job announcement or registry lisdng, 
was approached by a member of die search committee, was- recommended by someone at 
another university or inquired about an appointment), and the date of formal interview, if 
any occurred. 

4. On the basis of your own knowledge, die applicants' own declarations, or a reasonable 
inference from materials submitted by die applicants, indicate whether each applicant has 
a "special status”, as defined in Appendix C. 

Form IV: SPECIAL STATUS APPLICANT REPORT 

List all applicants in special status categories who were not considered to be among the most 

qualified, and briefly state the specific reasons for judging diem not qualified for the 

appointment 



Form V: MOST OUAU 



lams 



CANDIDATES REPORT 



1. List in descending order of preference all applicants who were judged to be most qualified 
for the appointments) and were given serious consideration, including any who withdrew 
their applications or, if they were approached about their interest in the posidon(s), 
declined to be considered. 



2. State in a few sentences die specific reasons for selecting die nominee(s) and for judging 
die others less qualified. 

3. If an applicant withdrew or was found to be unavailable, indicate the source of this 
information and, if you know, the reasons for the applicant's decision. 
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APPENDIX C 

SPECIAL STATUS DEFINITIONS 



In addition to women, the following have special status under federal equal opportunity 
and affirmative action legislation: 

Minority : Any person having racial or ethnic origins defined by one of the following five 
categories: 

CODE 

A = BlackJriot of Hispanic origin) : A person having origins in any of the black racial 
groups of Africa. 

B = Asian or Pacific Islander : A person having origins in any of the peoples of die Far 
East, Southeast Asia, or the Pacific Islands (e.g., China, Japan, Korea, the Philippine 
Islands, and Samoa). 

C ■ American Indian or Alaskan Native : A person having origins in any of the original 
peoples of North America who maintains cultural identification through tribal 
affiliation or community recognition. 

D = Hispanic : A person of Mexican, Puerto Rican, Cuban, Central or South American or 
other Spanish culture, or origin, regardless of race. 

J = Asian Indian : A person having origins in any of the peoples of the Indian 
Subcontinent (Bangladesh, Bhutan, India, Nepal, Pakistan, and Sri Lanka). 

Person with Disability : A person who (1) has a physical or mental impairment which 
substantially limits one or more of such person's major life activities; (2) has a record of such 
impairment, or (3) is regarded as having such an impairment 

Vietnam Era Veteran : A person who (1) served on active duty for a period of more than 
180 days, any part of which occurred during the Vietnam Era (August 5, 1964 through May 
7, 1973), and was discharged or released therefrom with other than a dishonorable discharge, 
or (2) was discharged or released from active duty for a service-connected disability if any 
part of such duty was performed during the Vietnam Era. 

Special Disabled Veteran : (1) A veteran who is entitled to compensation (or who but for 
the receipt of military retired pay would be entitled to compensation) under laws administered 
by the Veterans Administration for a disability (a) rated at 30 percent or more, or (b) rated at 
10 or 20 percent in the case of a veteran who has been determined under Section 1506 of 
Title 38, U.S.C. to have a serious employment handicap, or (2) a person who was discharged 
or released from active duty because of a service-connected disability. 
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Appendix F 

ADA RESOURCES AMD 

APPROPRIATE INTERVIEW QUESTIONS UNDER THE ADA 

For information regarding accessibility and reasonable accommodations for persons 
with disabilities you may call the: 

® Office of Disability Services, (212) 854-2388 

« Employee and Labor Relations Office, (212) 870-2801 

® Employment Office, (212) 854-3804 

® Health Sciences Human Resources Office, (212) 305-3819 



EMPLOYERS CANNOT: 

® Ask if a person has a disability. 

® Inquire as to the nature of an observed disability. 

® Ask applicant to reveal any prior illnesses, diseases, medical conditions or 
hospitalizations. 

® Inquire into the health status of family members or the potential use of sick leave. 

® Ask applicant questions concerning travel and mobility (unless it is an essential 
function of the job). 

® Inquire how the individual became disabled or the prognosis for the applicant. 

® Ask questions about the applicant's past on-the-job injuries. 

© Ask whether the individual has ever filed a workers' compensation claim. 

® Ask about problems the individual has had because of a disability. 

® Ask whether the applicant has any physical defects that preclude the applicant from 
performing certain kinds of work, or ask the applicant to describe such defects or 
specific work limitations. 
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ADA RESOURCES AND 

APPROPRIATE INTERVIEW QUESTIONS UNDER THE ADA - 2 



EMPLOYERS CAN: 

• If the individual has a visible disability or self-identifies as having a disability, ask 
whether any accommodations or assistance would be needed during the 
interviewing process. 

• Give the individual a copy of the job description that identifies all essential 
functions and ask whether the individual is able to perform all of those essential 
functions with or without an accommodation. 

• Ask the individual to explain or demonstrate how he or she can perform the 
essential functions of the job. 

• State the employer's attendance policy and ask whether the individual can comply 
with the attendance requirements for the position if attendance is essential to the 
job functioning. 
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APPENDIX 11 

Recruitment Sources Receiving Weekly Job Opportunities Listing 
Aging in America 

Bronx Community College Career Services 

City College Career Services 

Direct Marketing Training Program of the 
National Organization of Women 

Economic Manpower Center 

Federation of the Handicapped 

Helping Hand 

Job Tap Centers 

John Jay College of Criminal Justice Career 
Advisement 

Just One Break 

Local 1199 

Local 2110 - UAW 

Mid-Manhattan Adult Learning Center 

New York City Technical College Placement 
Office 

New York State Department of Labor 

Non-Traditional Employment for Women 

Private Industry Council 

SUNY Educational Opportunity Center 

Taylor Business Institute 

Technical Career Institute 

Worker Opportunity Re-employment Center 

NOTE: The Job Opportunities Listing msy bo acces se d free-ofcharge by users of the Internet system. 
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APPENDIX W 

©UIDEUNES ON ASSIGNMENT OF EEO-6 
PRIMARY OCCUPATIONAL ACTIVITY CODES 



EEO-6 Category (Occupation Code) 

a. Executive, Administrative and Managerial (EAM.) (O.C— 01) 

Include all persons whose assignments require primary (and major) responsibilities for management of the 
institution, or a customarily recognized department or subdivision thereof. Assignments require the 
performance of work directly related to management policies or general business operations of an academic 
or administrative department or subdivision, eta It is assumed that assignments in this category customarily 
and regularly require the incumbent to exercise discretion and independent judgement, and to direct the work 
of others. Report in this category all officers holding such titles as President, Vice President, Dean, Director, 
or the equivalents, as well as officers subordinate to any of these administrators with such titles as Associate 
Dean, Assistant Dean, executive officers of academic departments (chairmen, department heads, or the 
equivalent) if their principal activity is administrative. 

NOTE: All of the managers/clerical supervisors who are officers of administration should be in this 

occupation code. Supervisory personnel of the technical, clerical, craft, and service/maintenance force should 
be reported within the specific categories if they are not officers of administration. 

RULE: Officers of administration who are executives; e.g.. President, Vice President, Dean, or Director 

should be classified E.A.M. 

RULE: Officers of administration who are managers and supervise three or more full time, salaried, non- 

student, non-clerical staff are classified E.A.M. (e.g., project leaders and managers at CUCCA should be 
classified E.A.M.). 

RULE: Departmental Administrators, Administrative Assistants and Office Managers who are officers of 

administration should be classified E.A.M. 

RULE: Persons holding academic titles such as Associate Dean, Assistant Dean, or Department Chair 

whose principal activities are administrative should be classified E-A.M. 

RULE: All officers of administration who are non faculty and who do not fit any of the above four rules 

should be classified P.N.F. 

b. Faculty (O.C. =02) 

Include all persons whose specific assignments are made for the purpose of conducting instruction, research, 
or public service as a principal activity (or activities), and who hold academic-rank titles of professor, associate 
professor, assistant professor, instructor, lecturer, or the equivalent of any one of these academic ranks. Report 
in this category onlv those Deans, Directors, or the equivalent, as well as Associate Deans, Assistant Deans, 
and executive officers of academic departments (chairmen, depanment heads, or the equivalent) whose 
principal activity is instructional. 

a Professional Non Faculty (P.N.F.) (O.C =03) 

Include in this category persons who$e assignments would require either college graduation in a particular 
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discipline or experience of such kind and amount as to provide a comparable background. Included would 
only be staff members with assignments requiring specialized professional training (e.g., architects, lawyers, 
computer personnel, etc.) who should not be reported under EA.M. or Faculty. 

RULE: The P.N.F. category will contain officers of administration, officers of the libraries, and some 

upper-level supporting staff. Supporting staff will constitute a small part of this category. Examples of 
supporting staff positions classified P.N.F. are the pan-time physicians, nurses and social workers at the Health 
Service. 



RULE: All officers of administration who are non faculty and do not belong to the EA.M. classification 

are to be classified P.N.F. 

RULE: All officers of research are to be classified P.N.F. Those research titles that fall under P.N.F. are: 

1. Senior Research Scientist/Scholar 

2. Research Scientist/Scholar 

3. Associate Research Scientist/Scholar 

4. Special Research Scientist/Scholar 

5. Postdoctoral Research Scientist/Scholar 

6. Visiting Officer of Research 

7. Senior Staff Associate 

8. Staff Associate 



d. Secretarial/Clerical (O.C=04) 

Include all persons whose assignments typically are associated with clerical activities or are specifically of a 
secretarial nature. Include personnel who are responsible for internal and external communications, recording 
and retrieval of data (other than computer programmers) and/or information and other paper work required 
in an office, such as bookkeepers, stenographers, clerk typists, office machine operators, statistical clerks, 
payroll clerks, etc Include also sales persons, such as those employed full-time in the bookstore, and most 
library personnel who are not officers of the libraries. 

e. Technical/Paraprofessional (T.P.P.) (O.G=05) 

Include all persons who assignments require specialized knowledge or skills which may be acquired through 
experience or academic work such as is offered in many 2-year technical institutes, junior colleges or through 
equivalent on-the-job training. Include computer programmers and operators, draftsmen, engineering aides, 
junior engineers, mathematical aides, licensed, practical or vocational nurses, dieticians, photographers, radio 
operators, scientific assistants, technical illustrators, technician (medicaL dental, electronic, physical sciences), 
and similar occupations not properly classifiable in other occupational-activity categories but which are 
institutionally defined as technical assignments. 

Include persons who perform some of the duties of a professional or technician in a supportive role, which 
usually require less formal training and/or experience than normally required for professional or technical 
status. Such positions may Call within an identified pattern of staff development and promotion and are 
characterized as learning’ positions leading toward Professional Non Faculty jobs. These persons are 
generally higher level supporting staff with non-clerical responsibilities who operate under closer supervision 
than officers of administration. 

RULE: Only supporting staff are classified T.P.P. 

RULE: For most types of professional work (e.g^ editors, nurses, counselors, programmers, and 

photographers), persons who are officers of administration and are not considered E.A.M. are classified as 
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P.N.F. while persons in these professions who are supporting staff are classified as T.P.P. 

Research titles that are classified T.P.P. are: 

1) Senior Research Staff Assistant 

2) Research StafT Assistant 

3) Research Staff Engineer 

4) Research Staff Scientist 

5) Research Staff Member 

6) Research Assistant 

7) Senior Research Worker 

8) Research Worker 

t Skilled Crafts (O.C=06) 

Include all persons whose assignments typically require special manual skills and a thorough and 
comprehensive knowledge of the processes involved in the work acquired through on-the-job training and 
experience or through apprenticeship or other formal training programs. Include mechanics and repairmen, 
electricians, stationary engineers, skilled machinists, carpenters, compositors and typesetters. 

g. Service/Maintenance (O.C.=07) 

Include persons whose assignments require limited degrees of previously acquired skills and knowledge and 
in which workers perform duties which result in or contribute to the comfort, convenience and hygiene of 
personnel and the student body or which contribute to the upkeep and care of buildings, facilities or grounds 
of the institutional property. Include chauffeurs, launderers and dry cleaning operatives, cafeteria and 
restaurant workers, truck drivers, bus drivers, garage laborers, custodial personnel, gardens and groundskeepers, 
refuse collectors, construction laborers and security personnel. 




mil 5 



University of Michigan 



The University Of Michigan 
University Library 

DISTRIBUTION OF STAFF OF COLOR - 
LONGITUDINAL STATISTICS 



TOTAL STAFF 



RACE 

YEAR 


Asian 


African 

American 


Hispanic 


Native 

American 


Total 

Minorities 


Total 

Staff 


% of 
Total 
Staff 


1985 


27 


14 


3 


3 


47 


355 


13.2 


1986 


30 


21 


2 


2 


55 


367 


15 


1987 


29 


19 


3 


2 


53 


355 


14.9 


1988 


34 


24 


4 


2 


64 


372 


17.2 


1989 


32 


26 


5 


2 


65 


377 


17.2 


1990 


34 


29 


7 


2 


72 


360 


20 


1991 


40 


35 


8 


2 


85 


374 


22.7 


1992 


34 


40 


8 


3 


85 


368 


23.1 


1993 


38 


36 


10 


4 


88 


369 


23.8 


1994 


40 


43 


9 


4 


96 


377 


25.5 


1995 


37 


39 


12 


3 


91 


372 


24.5 


1996 


34 


39 


9 


3 


85 


382 


22.3 


1997 


38 


39 


10 


3 


90 


389 


23.1 



Clerical Staff 



RACE 

YEAR 


Asian 


African 

American 


Hispanic 


Native 

American 


Total 

Minorities 


Total 

Staff 


% of 
Total 
Staff 


1985 


10 


9 


2 


1 


22 


153 


14.4 


1986 


10 


12 


2 


1 


25 


153 


16 


1987 


11 


10 


3 


1 


25 


149 


16.7 


1988 


16 


13 


2 


1 


32 


151 


21.2 


1989 


15 


13 


3 


1 


32 


150 


21.3 


1990 


17 


15 


5 


1 


38 


129 


29.5 


1991 


22 


17 


5 


1 


45 


142 


31.7 


1992 


18 


19 


4 


2 


43 


127 


33.9 


1993 


18 


20 


9 


3 


50 


134 


37.3 


1994 


20 


25 


8 


2 


55 


135 


40.7 


1995 


16 


24 


9 


2 


51 


136 


37.75 


1996 


11 


21 


4 


3 


39 


136 


28.7 


1997 


14 


21 


3 


3 


41 


141 


29.1 
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professional 8s administrative Staff 



RACE 

YEAR 


Asian 


African 

American 


Hispanic 


Native 

American 


Total 

Minorities 


Total 

Staff 


%of 

Total 

Staff 


1985 


5 


2 


1 


2 


10 


87 


11.5 


1986 


4 


5 


0 


1 


10 


94 


11 


1987 


3 


5 


0 


1 


9 


93 


9.6 


1988 


2 


5 


1 


1 


9 


99 


9.1 


1989 


3 


5 


0 


1 


9 


102 


8.8 


1990 


4 


7 


0 


1 


12 


115 


10.4 


1991 


4 


8 


1 


1 


14 


114 


12.3 


1992 


5 


8 


2 


1 


16 


122 


13.1 


1993 


8 


7 


0 


1 


16 


122 


13.1 


1994 


7 


7 


1 


2 


17 


124 


13.8 


1995 


7 


9 


2 


1 


19 


120 


15.8 


1996 


10 


11 


3 


0 


24 


120 


20 


1997 


9 


12 


4 


0 


r 25 


127 


19.7 



Librarian Staff 



RACE 

YEAR 


Asian 


African 

American 


Hispanic 


Native 

American 


Total 

Minorities 


Total 

Staff 


% of 
Total 
Staff 


1985 


12 


3 


0 


0 


15 


115 


13 


1986 


15 


4 


0 


0 


19 


102 


19 


1987 


14 


4 


0 


0 


18 


95 


18.9 


1988 


14 


6 


1 


0 


21 


105 


20 


1989 


13 


8 


2 


0 


23 


109 


21.1 


1990 


13 


7 


2 


0 


22 


101 


21.8 


1991 


14 


9 


2 


0 


25 


105 


23.8 


1992 


11 


11 


1 


0 


23 


106 


21.7 


1993 


11 


9 


0 


0 


20 


102 


19.6 


1994 


13 


10 


0 


0 


23 


107 


21.5 


1995 


14 


6 


1 


0 


21 


108 


19.4 


1996 


13 


6 


2 


0 


21 


115 


18.3 


1997 


14 


6 


2 


0 


22 


111 


19.8 



Statistics were sampled in the Spring of each year (February- April) 1985-1997. 
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POLICY STATEMENT ON EQUAL OPPORTUNITY AND 
AFFIRMATIVE ACTION FOR EMPLOYEES AND 

STUDENTS 



The University of New Mexico recognizes its responsibility to extend equal employment and 
educational opportunities to all qualified individuals. This University exists to educate, to conduct 
research and creative activities, and to perform related services on behalf of the community which 
supports it. We at the University of New Mexico have a responsibility to our students and to the citizens 
of the state to actively recruit and hire the best qualified persons we can, and to do so in the context of 
our commitment to affirmative action principles and diversity. 

The University complies with the letter and spirit of the law, and further believes that everyone in the 
work force of the University of New Mexico is involved in educating others. That education may range 
from transmitting knowledge of complex concepts (as is done by the faculty) to serving as role models 
in the subtleties of everyday human interaction, as all employees do. Any practice which negatively 
affects some of our work force ultimately affects us all. There is no place for prejudice and injustice. 

On December 13th, 1994, the Regents passed a “Resolution on Campus Climate,” which reaffirms the 
University’s commitment to creating and maintaining a diverse community and a campus in which 
students, faculty and staff can leant and work in an atmosphere that is productive and free from 
harassment, exploitation, intimidation, hate crimes, discrimination and retaliation. These statements are 
echoed in the University’s UNM 2000 vision statement. 

Equal Employment Opportunity 

University policy, state and federal law and regulations forbid unlawful discrimination on the basis of 
race, color, religion, national origin, physical or mental disability, age, sex, sexual preference, ancestry, 
or medical condition, in recruiting, hiring, training, promoting, and all other terms and conditions of 
employment. All personnel policies, such as compensation, benefits, transfers, layoffs, terminations, 
returns from layoff, University-sponsored training, education, tuition assistance, social, and recreation 
programs will be administered without regard to the characteristics or conditions listed above, except 
when one of these is a bona fide occupational qualification. The University strives to establish 
procedures which assure equal treatment and access to all programs, facilities and services. 




1.8 



107 



University of New Mexico 



Equal Educational Opportunity 

The University of New Mexico is committed to providing equal educational opportunity and forbids 
unlawful discrimination on the basis of race, color, religion, national origin, physical or mental 
disability, age, sex, sexual preference, ancestry, or medical condition. Equal educational opportunity 
includes: admission, recruitment, extracurricular programs and activities, housing, facilities, access to 
course offerings, counseling and testing, financial assistance, employment, health and insurance services 
and athletics. In keeping with this policy of equal educational opportunity, the University is committed 
to creating and maintaining an atmosphere free from all forms of harassment. 



Affirmative Action 

Further, the University of New Mexico commits itself to a program of affirmative action to increase 
access by. and participation of, traditionally underrepresented groups in the University’s education 
programs and work force. It is the policy of the University in the case where a vacant position falls 
within a job group which is determined to have underutilization, that the hiring official give preference 
for selection to a finalist who is a member of the underutilized group, provided his/her qualifications and 
past performance are substantially equal to other finalists. 

Reasonable Accommodation Polity 

The University makes reasonable accommodations to the religious observances/national origin practices 
of a student, an employee or prospective employee, and to the known physical or mental limitations of a 
qualified student, employee, applicant or program user with a disability, unless such accommodations 
have the end result of fundamentally altering a program or service or placing an undue hardship on the 
operation of the University. Qualified students, employees or program users with disabilities should 
contact the Office of Equal Opportunity Programs or the Office of Disabled Student Services for 
information regarding accommodations. 

Anti-Harassment Policy 

It is the policy of the institution to prevent and eliminate forms of unlawful harassment in employment 
and educational settings. The University prohibits harassment of employees by supervisors or co- 
workers and harassment of students on the basis of race, color, religion, national origin, physical or 
mental disability, age, sex, sexual preference, ancestry, medical condition, or other protected status. The 
University makes special efforts to eliminate both overt and subtle forms of sexual harassment. 

Complaint Procedures 

Complaint procedures are in place for resolving allegations of discriminatory treatment or sexual 
harassment against either employees or students. Copies or summaries of procedures are included in the 
Faculty Handbook, the Pathfinder, the University Business Policies and Procedures Manual, via posters 
and union contracts, as well as other University publications. Notice of fair employment rights and 
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procedures are posted at the various human resource offices as well as in employing units. Employees 
may contact the Office of Equal Opportunity for information and/or assistance. 

Responsibility for Affirmative Action Plan 

The University President has overall responsibility for the Affirmative Action Plan. All senior and mid- 
level administrators (vice presidents, deans, directors) are accountable for their performance in the 
accomplishment of affirmative action objectives. Annual performance evaluations shall include an 
assessment of the results of programs and practices aimed at increasing access and participation by 
persons in protected classes. 

The Office of Equal Opportunity Director has been designated as Affirmative Action Coordinator. This 
official is responsible for monitoring all EEO/AA activities, reporting quarterly and annually on the 
effectiveness of the Affirmative Action Plan, and developing recommendations for necessary action to 
assure attainment of its stated objectives. Any questions related to the Affirmative Action Plan should 
be directed to the Office of Equal Opportunity. 



President Richard E. Peck Date 
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The Ohio State University Libraries 
Affirmative Action Plan 
1993/1996 



Introduction 

Affirmative action was initiated at Ohio State University in 1 971 as a result of Executive Order 1 1 246. 
Until 1988, the University Libraries (excluding the Health Sciences and Law libraries) concerned itself 
principally with compliance with federal guidelines. Since then, the Libraries has launched several initiatives 
to recruit and retain qualified faculty and staff from underrepresented minority groups. (Attachment 1) 

Although the Libraries has generally reflected a reasonable distribution of minority faculty and staff, 
its recruitment efforts should be aimed toward higher goals. The following is an analysis of the present profile 
of The Ohio State University Libraries' work force contrasted with its 1 988 profile, an analysis of the relevant 
availability pools, and some suggested strategies for tapping those pools. The Libraries' goals continue to 
focus on being an organization that reflects the racial and ethnic makeup of the student population it serves 
and the adult population from which it recruits. 

Comparison of 1988 and 1992 Work Force 

The raw data comparing the 1988 and 1992 work force shows a decline of 16% or 48 fewer filled 
positions in the Libraries in 1 992. However, those numbers are somewhat skewed because the 1 988 figures 
include graduate administrative associates, who are not represented in the October, 1 992 data. Furthermore, 
some vacancies occurring since 1 988 were not filled because the associated salaries were used to meet budget 
reductions, and others remain unfilled in anticipation of further reductions. For these reasons, percentages of 
minority representation are a more useful measure. There have been some affirmative action gains during the 
last three years. Although the percentage of women in the Libraries has declined 4.4%, a vacancy in 
administration was filled by a woman, for a total of three women in the five administrative positions. The 
1 988 goal of increasing the number of African-American faculty to seven was met. Indeed, African-American 
females made gains in the classified staff ranks, reflecting both hires and promotion to higher positions. 
However, the total percentage of minority faculty and staff remained constant. Of particular concern is the 
decline in the number of African-American males in the work force. The complete report appears in 
Attachment 2. 

The Libraries was able to hire its first Minority Librarian Intern after the completion of that internship. 
The candidate pool for the next intern was so strong that the Office of Academic Affairs matched the Libraries' 
support so that two interns could complete the program. One intern had planned from the outset to return 
to Puerto Rico and the other took a position in another state because The OSU Libraries did not have a suitable 
opening. Both have accepted positions in academic libraries. The third intern cycle begins in fall 1 993 with 
an African-American male. Unfortunately, the Office of Academic Affairs was unable to renew its support for 
a second intern position. The applicant pool each time has grown numerically and in quality. The internship 
is widely recognized and sought since it is one of very few in the country that is a comprehensive program 
rather than a visiting position in one library area. We also hired the first OSU-Kent State minority fellowship 
recipient upon her graduation. (See Attachment 1 for description of the Libraries' affirmative action 
enhancement programs.) 



1988 


292 Employees 








Total 

Famole 


Total 

Min. 


Afr-Amer. 
I M 


£ 


208 


47 


29 


19 


10 


71.2% 


18% 


9.9% 


6.5% 


3.4% 
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Other Min. 
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F 

13 



6.2% 1.7% 4.4% 
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White 
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245 74 171 
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1992 


244 Emdoveeo 


















Total 


Total 


Afr-Amer. 




Other Min. 




White 


Female 


Min. 


T 


M 


F 


T 


M 


F 


T 


M F 


163 


40 


27 


3 


24 


13 


3 


10 


204 


75 129 


66.8% 


16.4% 


11.1% 


1.2% 


9.8% 


5.3% 


1.2% 


4.1% 


83.6% 


30.7% 52.8% 



FACULTY AND ADMINISTRATORS 



Present Profile 

As of October, 1992, University Libraries' faculty (EEO code 02) and administrators (EEO code 01) 
(excluding the Health Sciences and Law Libraries) include 89 individuals, of whom 7 (7.9%) are African- 
Americans, 6 (6.7%) other minorities, and 76 (85.4%) white. Fifty-five (61 .8%) are female and 34 (38.2%) 
are male. This distribution compares well with the national profile although women are slightly under- 
represented by 3.2% in The OSU Libraries, a fact balanced by a stronger representation of both African- 
American and Asian women than the national profile. Yet, other than two Hispanic males, one of whom has 
already left the university, there are no other minority males in the faculty and administrative ranks. 



Distribution of Librarians by Racial/Ethnic/Sexual Group 
In Academic Libraries, 199 1 1 



U. S. Profile OSU Profile 2 





' 


Number 


Percent 


Number 


Percent 


Native American 


F 


39 


0.40 


0 


0.0 




M 


23 


0.23 


0 


0.0 




T 


62 


0.63 


0 


0.0 


Asian 


F 


331 


3.38 


4 


4.5 




M 


154 


1.57 


0 


0.0 




T 


485 


4.95 


4 


4.5 


African-American 


F 


368 


3.75 


7 


7.9 




M 


118 


1.20 


0 


0 




T 


486 


4.96 


7 


7.9 


Hispanic 


F 


99 


1.01 


0 


0.0 




M 


51 


0.52 


2 


2.2 




T 


150 


1.53 


2 


2.2 


White 


F 


5537 


56.49 


44 


49.4 




M 


3081 


31.44 


32 


35.9 




T 


8618 


87.93 


76 


85.4 


Total 


F 


6372 


65.01 


55 


61.8 




M 


3427 


34.17 


34 


38.2 




T 


9801 


100.00 


89 


100.0 



An examination of the Libraries' peer institutions, the member libraries of the Association of Research 
Libraries (ARL) in the aggregate and regionally, reveals that the Libraries compares favorably except for Asians, 
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who comprise 5.5% in the East North Central region and 4.9% in all ARL libraries 3 vs. 4.5% in The Ohio State 
University Libraries. 



ARL Libraries ARL Libraries in OSU Libraries 

E. North Central 



Total 


8212 




1112 




89 




African-Amer. 


272 


3.3% 


53 


4.8% 


7 


7.9% 


Hispanic 


120 


1.5% 


18 


1.6% 


2 


2.3% 


Asian 


400 


4.9% 


61 


5.5% 


4 


4.5% 


Native Amer. 


10 


0.001% 


1 


0.001% 


0 


0.0% 



Projected Vacancies 



Compared with other disciplines, librarianship traditionally experiences considerable turnover. Rather 
than advancing through the professorial ranks at one institution, librarians typically move up the administrative 
ranks by accepting positions at other libraries. However, the economic climate throughout the nation, coupled 
with the reduction in staff positions at The Ohio State University Libraries, has created a climate of less 
opportunity to move. Whereas in 1988 the Libraries experienced an annual 10 percent turnover rate, that 
percentage has shrunk to an average of six percent or approximately five positions a year for the last four 
years. 

Availability Pool 

All library faculty searches are conducted nationally and a few internationally. Therefore, the pool is 
potentially all librarians in the United States as well as new graduates. In 1989/90, 3686 people were 
awarded Master's degrees in library science 4 and the American Library Association reports the following profile 
for practicing academic librarians: 4.96% African-American, 1 .53% Hispanics, .63% American Indian, 4.95% 
Asian/Pacific Islander, 87.93% white, 65.01% female, and 34.17% male. 4 

The Ohio State University Libraries compares favorably with other academic libraries and remains 
competitive nationally. 



Present Profiles 





OSUL 


U.S. Libraries 


Academic Libraries 


African-American 


7.9% 


6.28% 


4.96% 


Other Minorities 


6.8% 


6.05% 


7.11% 


White 


85.4% 


87.67% 


87.93% 


Female 


61.8% 


73.15% 


65.01% 


Male 


38.2% 


26.85% 


34.17% 



However, if the number and composition of people completing graduate degrees in library science 
remain constant for the next few years, the percentage of minorities will decline every year. 4 Furthermore, 
the fact that there are almost twice as many African-American librarians in public libraries as are in academic 
libraries makes recruitment for academic libraries even more difficult. The recent closing of a number of library 
schools in the country may well have an adverse impact on the composition of people entering the field. 

The OSU Libraries has very few entry-level positions. Most of the vacancies which will occur over the 
next few years will require new hires who possess varying levels of previous library experience. The Libraries 
does make every effort to employ those who complete our minority intern librarian program and those minority 
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graduates from the Kent State program under the aegis of the Libraries' affirmative action enhancement 
programs. (See Attachment 1 for details.) 

Goals for 1993/94 Through 1995/96 

The Libraries' goal continues to be a profile which reflects the minority population of the nation, despite 
the fact that candidates do not exist in the same proportion. The chart below tracks the employment profile 
since 1 988 with the national profile of the general adult population of the United States from the 1 990 
census 7 and the Libraries' goals for 1 995/96. Those goals assume a no growth environment for the Libraries, 
or 89 faculty positions. 





1988 


1988 Goals 


1992 Actual 


Net'l Profile 


Goat* for 96/96 




Actual 


for 1992 


% 


No. 

P?f. 


% 


No. 

Poe. 


% 


No. 

Poe. 


Afr-Amer. 


5.6% 


7.2% 


7.9% 


7 


10.7% 


10 


11.2% 


10 


Other Min. 


7.9% 


7.1% 


6.7% 


6 


11.1% 


10 


10.1% 


9 


Whites 


86.5% 


85.7% 


85.4% 


76 


78.2% 


70 


78.7% 


70 



The three-year plan is to maintain the present profile overall and to hire three additional African- 
American librarians, one male and two females, and to increase the other minority representation by three. 
As both a mirror of the nation and the university, it seems appropriate for the Libraries to move from general 
recruiting goals to targeting specific positions as best filled by minority librarians. For example, both the 
Undergraduate and Science and Engineering libraries should reflect the diversity of the student populations they 
serve. However, vacancies may well not occur in the near-term future in either of these libraries. When 
vacancies do occur, however, the Libraries should try to hire a minority librarian. Nationally, one measure of 
successful affirmative action for libraries is achieved when minority librarians are working in general or subject 
disciplines not based on racial or ethnic backgrounds or language facility. We have met this goal with our 
present African-Americans but need to reach that level of integration for other minorities. 



CLASSIFIED CIVIL SERVICE AND PROFESSIONAL EMPLOYEES 



Present Profile 

As of October, 1992, the Libraries (excluding the Health Sciences and Law Libraries) employed 146 
classified civil service staff, of whom 18 (12.3%) were African-American, 7 (4.8%) were other minorities, and 
121 (82.9%) white. One hundred and three (70.5%) were women and 43 (29.5%) men. 



The University Libraries' civil service staff members are divided between the clerical/secretarial group 
(EEO code 04) and the technical/paraprofessional group (EEO 05). Attaining a position in the latter group 
generally requires experience in a position in the former. Clerical/secretarial includes 13 (11.4%) African- 
Americans, 7 (6.1%) other minorities, and 80 (70.2%) women, while technical/paraprofessional includes 5 
(15.6%) African-Americans, 0 other minorities, and 23 (71.9%) women. A comparison of the two groups 
suggests that although African-Americans have been promoted to the higher ranking positions, other minorities 
are not represented in EEO code 05 positions. As is true with faculty, the "other minority" category includes 
more Asians than Hispanics, who are underrepresented in classified civil service ranks also. 



Projected Vacancies 



Over the past four years, the Libraries has experienced an average of 1 7 vacancies per year (down 
from 26 in the 1988 plan) in EEO categories 04 and 05. This downward trend is expected to continue, or 
worsen, depending on any further reduction in staff positions. Both these categories experience an 11-1 2% 
turnover annually, often the same positions. The professional-nonfaculty (EEO code 03) reflects long term 
career commitment, so there is virtually no turnover. 
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Availability Pool 



The Libraries' civil service employees are recruited exclusively from the local labor market. Typical 
qualifications of those hired at the entry-level rank of Library Assistant include a high school diploma plus some 
previous library experience, or some college education but no library experience. The available labor pool is 
calculated to be the mean of the number of Columbus residents with a high school diploma and the number 
with some college education. 8 The profile for this group is 11 % African-American, 1 .6% other minorities, and 
87.4% white. Women comprise 49.2% and men 50.8%. These figures reflect a decline in the percentage 
of African-Americans, other minorities, and women in the pool since 1 988, whereas the percentage of whites 
increased 5%. 

The professional nonfaculty (EEO code 03) group is a heterogeneous mixture, including positions as 
diverse as the Main Library's coordinator for building facilities and the Assistant University Archivist. There 
remains no logical way to develop availability pool data for such a disparate group, some of whom are recruited 
nationally and others only locally. Therefore, the profile for the available pool for this group is a reasonable 
compromise between the national librarian pool and the local civil service pool. 



Comparison of Present Profile With 
Availability Pool, fay Percentage 





Civil Service 


Avail. 


Professional 


Avail. 




Staff 


Pool 


Staff 


Pool 


African-Americans 


12.3% 


11.0% 


25.0% 


9.3% 


Hispanics 


0.7% 


0.6% 


0.0% 


0.5% 


Native Americans 


1.4% 


0.2% 


0.0% 


0.3% 


Asian Pacifics/Others 


2.7% 


0.8% 


0.0% 


1.7% 


Whites 


82.9% 


87.4% 


75.0% 


87.8% 


Males 


29.5% 


50.8% 


37.5% 


46.1% 


Females 


70.5% 


49.2% 


62.5% 


53.9% 



Goals for 1993/94 Through 1995/96 

Since only one or two vacancies in the A&P staff (EEO 03) are anticipated in the foreseeable future, 
the Libraries' goals will focus on the civil service staff (EEO 04 and EEO 05). The following chart shows the 
employment profile of these two groups since 1988 with the profile of the general adult population of 
Columbus* and the Libraries' goals for 1995/96. These goals assume a no-growth environment for the 
Libraries of 1 46 civil service positions. 





1988 


1988 Goele 


1992 Actual 


Natl Profile 


Goals for 95/96 




Actual 


for 1992 


% 


No. 


% 


No. 


% 


No. 










Poe. 




Poe. 




Poe. 


Afr-Amer. 


11.4% 


14.2% 


12.3% 


18 


9.9% 


15 


15.8% 


23 


Other Min. 


4.3% 


4.7% 


4.8% 


7 


2.2% 


3 


7.5% 


11 


Whitee 


84.2% 


81.1% 


82.9% 


121 


87.7% 


128 


76.7% 


112 



The long-term goal for support staff (primarily EEO codes 04 and 05), as for faculty, is to reflect the 
composition of the area from which the work force comes, in this instance, Columbus. However, the Libraries 
has surpassed that level in terms of African-Americans and other minorities. Therefore, the goal for the 
Libraries is to maintain the gains that have been made and, despite the statistical profile, to increase the 
number of minorities in those categories. That goal extends to ensuring that the distribution of minority 
support staff should reflect the minority population of users. 
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Because recruitment is virtually impossible under the current civil service regulations and University 
procedures whereby most vacancies are filled internally and outside applicants are referred to the Libraries 
according to a rigidly prescribed set of procedures, greater effort will be placed on upgrading/hiring minorities 
for positions in the EEO 05 category with the expectation of adding four minorities. 

Recruitment Strategies 

It should be noted at the outset that librarianship as a profession is not perceived as financially 
attractive or of high status, as is true of many other service professions, particularly those which are 
predominantly female. The image of librarianship as well as its perceived status contributes to the difficulty 
in recruiting the best and the brightest to the field. The motivations for entering the profession of librarianship 
are, therefore, frequently altruistic. 

Surveys indicate 10 that one-on-one personal contacts and the hiring and presence of minority librarians 
in libraries are more effective approaches to recruitment than the more formal and rather passive methods 
which are the norm. 

Although available data indicate that the numbers of minorities graduating from accredited programs 
in library science are increasing, 11 their representation as a percentage of the profession has remained static 
and small relative to their representation in both the general population and among college graduates. An 
added difficulty for academic libraries is that the vast majority of minority librarians choose to work in public 
rather than academic libraries. 

Despite these difficulties we believe that more can and must be done to increase minority 
representation within the profession at large and in academic libraries and Ohio State in particular. Professional 
associations and schools of library science need to do more to assist in these recruitment efforts by focusing 
attention on improving the image of the profession; disseminating information on the profession to elementary, 
high school and college students; and by providing more scholarships and fellowships to those wishing to enter 
the field. 

Specific efforts we will make in recruitment of minorities are: 

• increasing involvement of our own minority librarians in the recruitment process 

• pursuing more direct contact with members of professional associations of 
minority librarians, e.g., the Black Caucus of the American Library Association, 

Reforma (National Association to Promote Library Service to the Spanish 
Speaking), and the Asian/Pacific-American Librarians Association 

• sending position announcements to public libraries in metropolitan areas with 
significant minority populations 

• screening position descriptions carefully to remove qualifications not essential 
to the job, e.g., previous experience in an academic or research library 

• continuing the joint OSU Graduate School-Kent State School of Library and 
Information Science minority fellowship and developing an early relationship 
with the recipient to foster an awareness of and potential interest in academic 
librarianship and Ohio State 

• continuing the fellowship which provides a tuition waiver from Kent State 
University for an OSU minority staff member to seek a graduate degree in 
library science and encouraging that individual to consider academic librarian- 
ship 
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• working with th® Kent State School of Library and Information Science to 
encourage and develop more practicum opportunities at Ohio State for minority 
library science students 

• seeking funding for a second Minority Librarian Intern 

• contacting applicants not selected for the minority internship when other 
positions become available. 

Recruitment strategies for civil service and professional staff parallel those for faculty recruitment. 
Outreach efforts must be made to interest middle and high school students in choosing careers as 
paraprofessionals. Church groups, sororities and fraternities, ethnically-based civic associations or other groups 
which sponsor career counseling, as well as teachers or school librarians, will be used to reach the local 
community. Present members of the library staff can assist in this effort. 

Minorities enrolled in local undergraduate library courses or AA degree programs in library technology 
(offered at Ohio Dominican, Lakeland Community College, and Ohio University at Lancaster) can be encouraged 
to become library paraprofessionals, if they are not interested in pursuing a graduate library degree. 

Student assistants in the OSU Libraries are well trained and familiar with local systems and policies and 
many inquire about a classified position upon their graduation. However, student employees do not qualify 
as internal applicants for available positions. In addition, current civil service regulations, rather than 
supporting affirmative action, seem to be a barrier to recruitment. Many vacancies are filled internally and only 
rarely is a vacancy open to applicants not already employed at the university. Minority candidates are rarely 
referred to the Libraries and many individuals who are, do not seem qualified. Therefore, the Libraries' staff 
cannot in good conscience "recruit" minorities to apply to the university for library positions since those 
recruited are rarely referred to the Libraries. However, the Libraries' Personnel Office is able to recruit and 
screen applicants for positions in the professional-nonfaculty group. 

Retention Strategies 

As previously mentioned, academic librarianship is a field in which advancing administratively often 
means relocating to another institution. However, the University Libraries can employ greater effort to ensure 
a more hospitable environment in order to retain all faculty and civil service staff members, including minorities. 
Those increased efforts will include: 

• organizing efforts to provide support and assistance to new and junior faculty, 
including our minority library faculty, by providing informal contact with 
members of the Libraries' Promotion and Tenure Committee and the Advisory 
Committee on Research during the first year of their appointment 

• establishing a mentoring program for new faculty to assist them in establishing 
research and publication and service profiles which are focused and progressing 
at a reasonable pace toward tenure 

• integrating affirmative action principles more fully into the culture of the 
Libraries so that Affirmative Action is viewed as everyone's responsibility, not 
just that of special committees and task forces 

• providing continuing education opportunities and financial support, as feasible, 
for all staff and encouraging them to avail themselves of such opportunities 

• encouraging minority staff members to consider applying for higher level 
positions and ensuring training and experience for them so they are well 
positioned for advancement 
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• encouraging individuals, if at all possible, to take advantage of the university's 
policy on flexible appointments and scheduling to meet educational or personal 
needs 

e involving all staff in various committee activities within the Libraries so they 
can better understand the entire organization, its priorities and issues, and the 
individuals within the Libraries 

e working with Human Resources to ensure that qualified applicants, especially 
minorities, are referred to the Libraries and that recruitment activities outside 
the University can succeed. 

Pool Development 

The Libraries remain committed to supporting the pool generation strategies developed since 1988. 
The Minority Librarian Intern program is currently in its third "class," with one of the interns electing to accept 
a position with the Libraries upon completion of her internship. The first graduate of the joint OSU Graduate 
School-Kent State minority fellowship has also accepted a position in the Libraries. The first minority staff 
member earning a graduate degree in librarianship from the Kent State School of Library and Information 
Scinece is about to graduate, and a second staff member has begun the program. 

Some specific strategies for pool generation include: 

• participating in career fairs held at OSU and elsewhere in the city to interest 
minority students in careers in librarianship, especially academic librarianship 

• supporting programs in which elementary or high school students follow a 
career professional for a day to understand better what the profession entails 

• hiring minority students and encouraging those who show interest and aptitude 
to consider librarianship as a career 

• encouraging the Private Industry Council students who work each summer in 
the Libraries and who show interest to consider a library career 

• working with Human Resources to develop a policy to permit student assistants 
to be considered as internal candidates for regular Civil Service library 
positions, since they are trained and familiar with the library system 

• strengthening the relationship between the Libraries and the Office of Human 
Resources so those making referrals understand better the experience and 
aptitude needed for employment in the Libraries so that qualified minority 
candidates can be referred to the Libraries 

e cooperating with faculty of the Kent State School of Library and Information 
Science to encourage minority students to undertake a practicum in the 
Libraries. 



Climate 

A truly diverse organization hinges on having a critical mass of minority staff and faculty members in 
mainstream positions so that they view themselves and others view them as individuals, not members of a 
minority. Open communication and ongoing efforts to know colleagues better are key to the success of any 
organization. All activities contributing to retention create a positive climate. As a large and decentralized 
library system, the Libraries must strive to ensure good communication. Some suggested strategies for 
developing and maintaining a positive climate are: 
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® ensuring that student assistants reflect the diverse composition of the campus 

® continuing diversity education programs for all faculty and staff 

• supporting formal communication channels within the Libraries and involving 
all faculty and staff in committees and task forces 

® creating more social occasions so employees have the opportunity to interact 
with people outside their own unit 

• holding public receptions for longevity and service awards 

• instituting an annual retreat for all faculty and staff to reflect on the state of 
the Libraries with scheduled time for social interaction 

• encouraging large library units serving a diverse clientele to hire minorities to 
mirror those users 

• ensuring that all staff and faculty can take advantage of continuing education 
and other training opportunities. 
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1 . Academic and Public Librarians: Data by Race. Ethnicity & Sex. 1991. American Library Association, Office 
for Library Personnel Resources, Chicago, 1991. Table 3. Figures shown are taken directly from the published 
report and do not total 9801 . 

2. Based on October 31,1 992 data of filled positions. 
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the Bureau of the Census, Washington, D.C., 1993. 
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9. Ibid. 
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for Library and Information Science Education, State College, PA, 1987, p. 107; and 
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DATE: September 26, 1 996 



RE: 



Review of University Libraries' Affirmative Action Programs 



As we examine each program, we need to correct some misinformation 
which appeared on the charts appended to your memo to the Vice Presidents and 
Deans dated August 1 , 1 996, as well as discuss the questions posed to guide 
our review. The Libraries wholeheartedly support the University's mission 
statement on diversity and its commitment to aggressive pursuit of such diversity 
among faculty, staff, and students-all principles embraced by the CIC as well as 
The Ohio State University. We are strongly committed to the Libraries' internship 
and fellowship programs that contribute to both the University's and our 
professional pluralism. That commitment is shared by the Kent State School of 
Library and Information Science, which has partnered with University Libraries in 
providing tuition waivers for the two fellowship programs. As a service provider 
to the campus community, the Libraries should reflect and contribute to the 
diversity of the campus population. Observational evidence indicates that 
members of the campus community respond more favorably to a known person 
or to one perceived to be from a similar background. The availability of positive 
role models for students should not be overlooked as the University considers its 
commitment to diversity in the context of the educational experience. 

We have reviewed the Libraries' three Affirmative Action programs, and 
the following discussion redefines the programs in light of the issues presented 
in the August 1 , memorandum. 



DIVERSITY INTERNSHIP (formerly Minority Internship) 

The program is designed to assist a recent library school graduate in 
making a successful transition to academic research librarianship. Ohio State, 
one of the nation's largest academic research library systems, has the resources 
and commitment to introduce and orient a recent graduate to the complexities 
of librarianship in a highly complex environment. The two-year internship 
provides the opportunity for hands-on experience in most areas of the University 
Libraries' operations, including the workings of public and technical services as 
well as administration. The first year includes an introduction/orientation to the 
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various departments and operations, while the second year of the internship 
emphasizes one or more areas of special interest to the Intern. The Ohio State 
University Libraries has a strong commitment to Affirmative Action and actively 
seeks to increase representation of diverse groups in all areas of the University. 
The University Libraries' Diversity Internship is one component of the Libraries' 
overall Affirmative Action Plan and is intended to increase diversity within the 
profession. 

Qualifications: 

The focus of the program is to increase the diversity of the faculty within 
University Libraries. Recent M.L.S. from an ALA-accredited program; interest in 
and potential for a career in academic research librarianship; above average 
academic performance; demonstrated leadership ability; character; talent; and 
creativity. 

Diversity: 

The criteria for the Internship are consistent with those for entry-level 
positions. The program provides breadth in all facets of academic librarianship 
as well as depth in the area(s) of specialization to enable the intern to assume a 
role of leadership within the profession more quickly. A diverse workforce 
contributes to a stronger organization and more closely mirrors the diverse users 
of the library. 

Alternatives: 

National searches for entry-level positions have not identified a diverse pool 
of applicants, despite concerted targeting of advertising toward specific minority 
groups. Therefore, it does seem incumbent upon us to provide programs that 
recruit diverse groups to the field of academic librarianship. 

Manner in which race, national origin, or gender is used: 

Race / national origin is only one of several criteria evaluated for selection 
to the program. The internship would not be offered to a candidate who did not 
contribute to our goal of increased diversity. 

Continued need: 

The program has been in existence since 1 989, and experience has shown 
that the interns have moved into more responsible positions more quickly and 
commanded higher salaries than other librarians only two years beyond the 
M.L.S. , a validation of the program' effectiveness at cultivating and preparing 
minority librarians for leadership positions and developing a pool of potential 
candidates for library faculty positions at Ohio State. The program is unique 
within the University as well as being a national model, and the number of 
qualified applicants increases each time the position is advertised, further 
validation of the benefit derived from the experience. The program is ongoing and 
the Libraries will establish a five-year review schedule to evaluate the program. 
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Beneficiaries: 

The targeted beneficiaries of the internship are individuals who will 
increase the diversity of the library faculty, and the past interns have represented 
a spectrum of racial and ethnic backgrounds. The program enables the Libraries 
to develop a pool of potential applicants as vacancies occur. 

Burden: 

Funding for the internship comes from the Libraries' cash reserves without 
reduction in support for other programs. Persons not eligible for the internship 
may apply for vacant positions, and other experience may well compensate or 
outweigh that of the internship. 




KENT STATE /OSU JOINT DIVERSITY FELLOWSHIP (formerly Joint Minority 
Fellowship) 

In cooperation with University Libraries, the Kent State University School 
of Library and Information Science offers a full tuition waiver supplemented by 
a stipend of $9,600 to a qualified student affiliated with the OSU community. 
The fellowship supports one year (12 months) of full-time study toward a master 
of library and information science (M.L.S.) degree. The general expectation is 
that sponsored students will consider beginning their professional careers in the 
OSU Libraries if suitable positions are available. 

Qualifications: 

Interest in a career in library and information science, preferably with an 
emphasis in academic research librarianship; contributes to the diversity of the 
profession; OSU affiliation (faculty, staff, alumni), bachelor's degree; minimum 
cumulative grade point average of 3.0; ability to pursue the degree full-time with 
no other type of employment/appointment and be enrolled for three successive 
semesters, maintaining at least a 3.0 GPA per semester; character; creativity. 

Diversity: 

The criteria are consistent with those of other programs within the 
University and at Kent State University. The fellowship ensures diversity within 
the student body and increases diversity within the profession, especially within 
academic librarianship. Although the number of fellowship holders who have 
completed the program is small, one person who did earn the M.L.S. is now a 
member of the OSU Libraries' faculty; and both Kent State and the Libraries are 
committed to continuing the program. 

Alternatives: 

Again, national searches for entry-level positions have not identified a 
diverse pool of applicants, despite concerted targeting of advertising toward 
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specific minority groups. Therefore, it does seem incumbent upon us to provide 
programs that recruit minorities to the field of academic librarianship. 

Manner in which race, national origin, or gender is used: 

Race/ national origin is but one of the criteria for selection to the program. 
The fellowship would not be offered to a candidate who did not contribute to our 
goal of increased diversity. 

Continued need: 

Inaugurated in 1 989, one fellow has completed the master's degree and 
is a member of the Libraries' faculty and a second has completed all the course 
work and is completing the required research project. Although the pool has not 
developed as originally conceived, both Kent State and OSU Libraries feel that the 
profession has been enriched by the fellows and are committed to the program. 
The program is ongoing, and the sponsoring parties will establish a five-year 
review cycle. 

Beneficiaries: 

Beneficiaries are under-represented minorities. However, to date all 
applicants for the fellowship have come from one racial group. 

Burden: 

Kent State offers a tuition waiver to the fellow, the OSU Graduate School 
provides a twelve-month stipend of $7,200 which the Libraries supplement with 
an additional $2,400 and text books. No other programs have been cut to 
accommodate this one. Other fellowships exist with similar benefits so those not 
eligible for this program have other financial support options. 



KENT STATE/OSU DIVERSITY FELLOWSHIP FOR AN OSU STAFF MEMBER 
(formerly Minority Fellowship) 

In cooperation with University Libraries, the Kent State University School 
of Library and Information Science offers a full tuition waiver to a current OSU 
staff member for part-time enrollment for three years. Available every three 
years, the fellowship attempts to increase diversity within the profession and 
especially in a career in academic research librarianship. 

Qualifications: 

Current staff employment at the Ohio State University; interest and 
potential for a successful career in library and information science, bachelor's 
degree with an above average grade point average; contributes to the diversity 
of the program; character, talent, and creativity. 
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Diversity: 

The criteria are consistent with those of other programs within the 
University and at Kent State University. The fellowship ensures diversity within 
the student body and increases diversity within the profession. The first recipient 
of this fellowship now holds a faculty position with University Libraries. 

Alternatives: 

National searches for entry-level positions have not identified a diverse pool 
of applicants, despite concerted targeting of advertising toward specific minority 
groups. Therefore, it does seem incumbent upon us to provide programs that 
recruit minorities to the field of academic librarianship. 

Manner in which race, national origin, or gender is used: 

Race/ national origin is but one of the criteria for selection. The fellowship 
is targeted toward achieving diversity and would not be offered to a candidate 
who did not contribute to our goal of increased diversity. 

Continued need: 

To date, three OSU staff have been awarded this fellowship, which was 
established in 1989. One of those recipients left the University before 
completing the program, and one received her degree in 1994 and has been 
appointed to a library faculty position. Originally restricted to a University 
Libraries' staff member, the program has been expanded to include any OSU staff 
member. It is too soon to assess the success of the program, but the Libraries 
will establish a six-year review cycle. 

Beneficiaries: 

Under-represented minorities interested in librarianship and who do not 
wish or financially cannot become full time students are the beneficiaries of this 
fellowship. To date, the applicants have come exclusively from one minority, 
perhaps an indication that the program is of most benefit to this group. 

Burden: 

The Kent State School of Library and Information Science provides a tuition 
waiver for 36 credit hours over a three year period. Library staff who are 
recipients of the fellowship are granted paid released time for classes scheduled 
during work hours. Full tuition waivers are common means of financial support. 
Persons not eligible for this fellowship must seek other financial support and 
make up class time that occurs during work hours or pursue full-time enrollment 
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AFFIRMATIVE ACTION/EQUAL EMPLOYMENT OPPORTUNITY 
GUIDELINES FOR RECRUITMENT AND SELECTION OF FACULTY 



INTRODUCTION 



University policy protects all employees and applicants for employment against 
discrimination on die basis of race, color, religion, national origin, ancestry, age, sex, sexual 
orientation, physical or mental disability, marital, military, or veteran’s status 1 . In addition, 
EEO laws that apply to federal contractors require employers to make special efforts to hire 
and advance members of groups that historically have been targets of employment 
discrimination: minorities, women, the disabled, special disabled veterans, and veterans of 
the Vietnam era. 

These guidelines have been designed to assist hiring authorities in conforming with 
University policy and EEO laws, orders, and regulations 2 when filling faculty vacancies. 



MAJOR REQUIREMENTS 



There are two major requirements when recruiting for faculty positions. One is a 
broad search that will result in a representative applicant pool. Such a pool is one in which 
minorities and women are found in substantially the same proportion as their availability in 
the recruitment area, which, for faculty, is national. 3 A candidate may not be preselected 
for any position. 

The second requirement pertains to full- and part-time (50% or more) faculty 
positions, regardless of source of funding, where the appointment is for a period of nine 
months or longer. These positions require the sign-off of the completed Faculty Recruitment 
Summary Form (UPF-1F) by the appropriate unit head, i.e., Provost or Vice President. A 
job offer may not be made, verbally or in writing, until the sign-off has beat received. 



1 See page 30.18 of the Regulations and Procedures Manual . 

2 See Major Laws and Orders Governing Nondiscrimination in Employment, 
attachment 1. 




3 Availability figures for faculty by field and subfield are available from the Office of 
Affirmative Action & Employment Research. 
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RECRUITMENT 



Each recruitment effort starts with a position description. A good description should 
accurately and clearly describe the Ml range of responsibilities, duties, and tasks. It should 
specifically outline the “essential functions" of the position. Essential functions are the major 
duties and responsibilities which are of such importance that if they were eliminated the 
position would no longer exist. The position description should be precise regarding the 
area(s) of specialty, teaching and research responsibilities, other duties, and special 
conditions of employment, if any. All qualifications must be job-related. 

A carefully written position description is valuable in several ways. It can screen out 
at least some unqualified applicants, it can decrease subjectivity in matching candidate 
qualifications to position requirements, and it can support the hiring decision should a 
department be called upon to document its choice. 



The Recruitasemtt Process 4 

The requirements for a broad search that will result in a nondiscriminatory applicant 
pool can be met by combining the following approaches: 

- All position announcements, both internal and external, and all classified 
advertising should be written in sexually neutral language and contain the tagline, 
"Rutgers is an equal opportunity/affirmative action employer." 

- Classified advertising should reach a broad spectrum of potential applicants, as in 
scholarly and professional journals and/or general publications like The Chronicle 
of Higher Education . Academe , and The New York Times . Although women and 
members of minority groups who are searching for opportunities at the faculty 
level turn to the same national media as their white male colleagues, additional 
classified advertising placed in publications directed exclusively to these groups 5 
indicates our commitment to actively recruit and hire from among these groups. 
However, the decision to do so is optional. 

- If more than one position is listed in a single advertisement, each should be 
numbered or otherwise identified and applicants requested to specify the position 
for which they are applying. In this way, the appropriate applicant pool for each 
position can be identified for purposes of collecting accurate applicant flow data. 




4 Also see section on Staffing Externally Funded Projects, page 9. 

5 See "Sources for Recruiting Minority and Women Faculty," prepared by 

and available from the Office of Affirmative Action and Employment Research. 
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AA/EEO Guidelines for Recruitment and Selection of Faculty 



- External announcement of the faculty vacancy to the following should be sent with 
a covering letter expressing an interest in receiving referrals that include women 
and members of minority groups and with a request to institutions to post the 
announcement: 

1. Key minority and female professionals in the field, both on and off the 
campus. Through networking, these contacts can often generate applications 
from minority and female candidates. 

2. Recent minority and female degree recipients. Names and addresses of degree 
candidates and recent recipients are available from the Office of Affirmative 
Action and Employment Research or through the office of the Vice President 
or Provost. 

3. Graduate schools awarding degrees in the area of specialization. A 
representative pool of applicants will be developed only if the schools 
contacted graduate a substantial number of minority and female students. 

4. The employment service of the discipline’s professional association. 

Whenever possible, at least one representative of the department or discipline 
should be available at national and regional professional meetings to conduct 
interviews. 

5. Sources appropriate to the position, selected from "Sources for Recruiting 
Minority and Women Faculty," prepared by and available from the Office of 
Affirmative Action and Employment Research. 

If the department changes the rank/title or position description after announcement, 
the position must be reannounced because the new conditions may attract a different applicant 
pool. 



Hie Search Committee 



Whenever possible, the Search Committee should include representation of women 
and members of minority groups. 



The Search Committee should be appraised, either by the Dean or Director, 
Department Chair, or Unit Affirmative Action Coordinator, if there is an underrepresentation 
of minorities and/or women in the unit/department in which the vacancy occurs. This 
information will guide the Committee in planning the recruitment effort. 

A copy of the AA/EEO Guidelines for Recruitment and Selection of Faculty should 
be provided to each member of the Search Committee. Copies are available on request from 
the Unit Affirmative Action Coordinator or the Office of Affirmative Action & Employment 
Research. 
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The Search Committee shall receive applications for no less than six weeks after the 
first published vacancy notice. However, this period may be waived when vacancies develop 
late in the semester or when a late release of lines occurs (see Handling Special Situations, 
page 11). 



INTERVIEWING 



The Interview Process 

The Search Committee should develop a list of clearly defined criteria - arrayed, if 
possible, in order of importance - against which applicants will be evaluated. These criteria, 
based on the position description, must relate to the essential functions of the position and be 
applied uniformly to all candidates. 

If the strongest minority and female applicants have qualifications that fall slightly 
short of the qualifications of the strongest white male applicants, the Search Committee 
should schedule interviews whenever possible. An interview may reveal additional strengths 
not evident on paper and thus place a candidate in a competitive position. 

If the applicant pool includes a member of a protected group who has particularly 
strong credentials, and if the recruitment budget is unable to support the cost of bringing this 
person to campus, the matter should be brought to the attention of the Provost or Vice 
President. 

It is the responsibility of the Search Committee to make every effort to treat all 
candidates who are interviewed in an equal fashion. 

- All should be seen by a reasonable and representative number of voting members 
of the department or discipline. 

- All questions directed to applicants should be related to the position for which they 
have applied. No questions may be asked of women applicants that are not also 
directed to males. Questions concerning race, religion, national origin, ancestry, 
sex, sexual orientation, marital status, age, or disability can be asked only after the 
appointment is made and for administrative purposes only. 6 

- After each interview, the interviewers’ evaluations should be put in writing and 
retained in departmental files with all other documents related to the search for a 
period of two years (see Recordkeeping, page 7). 



6 See New Jersey Division on Civil Rights Guide on Pre-employment Inquiries, 
attachment 2. 128 
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Interviewing Qualified Individuals with Disabilities 

An applicant is qualified for a position if he or she meets the skills, experience, 
education, and other job-related requirements and can perform the essential functions of the 
position, with or without a reasonable accommodation. An applicant is disabled if he or she: 

1. Has a physical or mental impairment that substantially limits one or more major 
life activities; or 

2. Has a record or history of impairment such as a history of heart disease or a 
record of misclassification , e.g., an individual who was misclassified as learning 
disabled; or 

3. Is regarded as having such an impairment. 

Whether or not an applicant self-identifies as disabled, questions such as the following 
may not be asked: 

- Are you currently mentally or physically ill or disabled or do you have a history of 
such illness or disability. 

- Do you have a history of absences due to illness or disability. 

- Are you currently receiving treatment for drug or alcohol addiction or have you 
ever received such treatment. 

- Have you ever been injured on the job, applied for Workers’ Compensation, or 
received Workers’ Compensation benefits. 

If a qualified applicant has self-identified as disabled, the interview should be 
scheduled at an accessible site if requested. The interview should center on the position 
description and cover the essential functions of the position and the qualifications necessary 
to perform them. Questions asked of the disabled should be the same questions asked of all 
candidates. The focus should be on what has to be done, not on how it has been done in the 
past. Avoid questions regarding the nature and severity of the disability. 

If an applicant has an obvious disability and does not request an accommodation, the 
Search Committee may not initiate the discussion. However, if the Search Committee 
believes the applicant would not be able to perform an essential function of the position and 
the applicant is the best qualified for the position, the Search Committee may request the 
applicant to describe or demonstrate how the function will be performed. If the candidate 
requests an accommodation for the demonstration, and the accommodation is reasonable, it 
should be made. 
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